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“BRIEFING	FOR	EXITING	EXEMPT	AND	CEA	EMPLOYEES”	
	

Exempt	and	CEA	Panel	Contact	Information:	

	

FACILITATOR	(DPA)	

Debbie	Baldwin	 Human	Resources	 916‐323‐8495	 	 DebbieBaldwin@DPA.CA.GOV	
	 	 	 Consultant	

RETURN	RIGHTS	(SPB)	

Denise	D’Angel		 SPB	Manager	 	 916‐657‐2904	 	 DDangel@spb.ca.gov	

Linda	Amoruso	 SPB	Appointments		 916‐651‐0320	 	 lamoruso@spb.ca.gov	
	 	 	 Consultation	Analyst	
Susan	Harrigan	 SPB	Appointments		 916‐651‐0342	 	 SHARRIGAN@spb.ca.gov	
	 	 	 Consultation	Analyst	
Vanessa	Singh	 	 SPB	CEA	Analyst	 916‐653‐0124	 	 VSINGH@spb.ca.gov	
	
HIRE	ABOVE	MINIMUM/RED	CIRCLE	RATE/LUMP	SUM	
	
Debbie	Baldwin	 Human	Resources	 916‐323‐8495	 	 DebbieBaldwin@DPA.CA.GOV	
	 	 	 Consultant	
	
BENEFITS	(DPA)	
	
Ralph	Cobb	 	 Health	Policy	 	 916‐324‐3438	 	 RalphCobb@DPA.CA.GOV	
	 	 	 Advisor	
	
RETIRING	(DPA)	
	
Desi	Rodrigues		 Retirement	Policy		 916‐324‐9400	 	 DesiRodrigues@dpa.ca.gov	
	 	 	 Advisor	
RELOCATION	 	 	
	
Ray	Asbell	 	 Staff	Personnel		 916‐324‐0526	 	 RaymondAsbell@dpa.ca.gov	
	 	 	 Program	Analyst	
	
SAVINGS	PLUS	(DPA)	
	
Lina	Ayala	 	 SPP	Manager	 	 916‐324‐3356	 	 linaayala@DPA.CA.GOV	
Allan	Fong	 	 SPP	Analyst	 	 916‐324‐3444	 	 AllanFong@DPA.CA.GOV	
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Topics 

• State Personnel Board 
• Reinstatement Rights and Options 
• Examination Options 

 
• Department of Personnel Administration 

• Hiring Above Minimum, Lump Sum and Red Circle Rate 
• Benefits 
• Retirement 
• Savings Plus 
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Exempt and CEA 
Reinstatement Rights  

and 
Options 
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Exempt Reinstatement Options 

1) MANDATORY RETURN RIGHTS TO FORMER POSITION 
Government Code Section 19141 

 
• Previously held permanent status in civil service position.  

 
• Since that permanent status has had no break in state service. 

 
• Permanent = employee who has permanent status (passed probation). 
 
• Former Position = previously held appointment as probationer, 

permanent employee, or career executive assignment under the same 
appointing power or vacant position under different appointing power if 
both employee and appointing power agree.   
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Exempt Reinstatement Options 

2) IMPROVED PERMISSIVE REINSTATEMENT RIGHTS 
Government Code Section 19141.1(b) 

  
• Applies only to employees with reinstatement rights under GC Section 19141. 
 
• Opportunity to obtain civil service appointment eligibility for employees with at 

least five years state service: 
 
• Any appointing power. 
 
• At least one year but less than three years of exempt service: 

 Deferred exams for classes with existing eligible lists that are up to two 
steps higher than former position. 

 
• Three or more years of exempt service: 

 Deferred exams for classes with existing eligible lists that are at least two 
steps lower than exempt level. 

 
   Eligibility to take deferred promotional exams is good for four years. 
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Exempt Reinstatement Options 
3) IMPROVED MANDATORY REINSTATEMENT RIGHTS 

Government Code Section 19141.1(c) 
  

Provides mandatory rights to employees with ten years of state service including: 
 
• Five years civil service and three consecutive years of exempt service under 

single appointing power. 
 

• Any class at least two steps below exempt level. 
 

• Valid only at appointing power where three years of exempt service was served. 
 

• Position must be vacant. 
 

• Employee must have eligibility (list or transfer). 
 
• If no eligibility, employee may request deferred exam. 
 
• If reachable within two years of termination and there is no vacancy, placement 

is made on departmental or sub-divisional reemployment list. 
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CEA Reinstatement 
Options 

 
(For Former Career Executive Assignments) 
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CEA Reinstatement Options 
 
1) MANDATORY REINSTATEMENT TO FORMER CIVIL 

SERVICE POSITION         
 
 

• Mandatory reinstatement to non-CEA civil service position at same 
level as former position. 

 
• Reinstate to the last position an employee held as a probationer or 

permanent employee or to a position at the same salary level the 
appointing power could have transferred the employee. 

 
• May go back to department where employee last served as either a 

permanent or probationary employee (Cannot be required to serve 
a new probationary period, however, must complete any portion not 
completed). 
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CEA Reinstatement Options 

2) IMPROVED PERMISSIVE REINSTATEMENT 
RIGHTS 

 
• Must have at least five years State service. 
• No exam required to establish eligibility for higher level. 
• (1) One year but less than three years CEA. 

 Class no more than two steps higher than former position. 
 At least two steps lower than CEA level from which being 

terminated.    
 

• (2) Three or more years of CEA. 
 Class two steps lower than CEA level from which being 

terminated.   
• Eligibility expires four years from the date of the CEA termination. 
 
• May reinstate to any department (Must serve new probationary 

period if reinstating to a class two or more salary steps higher than 
former position). 
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CEA Reinstatement Options 
3) IMPROVED MANDATORY REINSTATEMENT 

RIGHTS 
 

• Ten or more years of State service including at least three years 
of consecutive CEA service under one appointing power that 
occurred entirely within six years of the current CEA termination. 
 

• Employee must request reinstatement in writing within ten 
calendar days of receiving the notice of CEA termination. 
 

• Reinstate to the department where the employee served the 
qualifying three consecutive years of CEA service (Must serve a 
new probationary period). 
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Examination Options for Executive Branch 
Exempt Employees 

1)  OPEN EXAMS 
• Eligible to take open state exams for which they meet minimum      

qualifications (MQs). 
 

2)  CEA EXAMS 
•  Eligible to participate in CEA exams. 

 

3)  PROMOTIONAL EXAMS 
• If no prior civil service, eligible to participate in state promotional exams 

for which they meet MQs if they have been employed as an exempt for 
at least two consecutive years.  Eligibility to take promotional exams is 
for one year following resignation or release. Eligibility to take CEA 
exams is for an indefinite period. 

   
• If civil service status was acquired prior to exempt appointment, may 

request a deferred examination.  Eligibility to take deferred promotional 
exams is based on years of exempt service  (See Slide 5 for criteria). 
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Examination Options for CEA Employees 

1)  OPEN EXAMS 
• Eligible to take open state exams for which they meet minimum 

qualifications (MQs). 
 
2)  CEA EXAMS 
• Eligible to participate in CEA exams. 
 
3)  PROMOTIONAL EXAMS 
• While in the CEA position, he/she may take that department’s 

promotional exams.  
 
• Once the CEA is terminated, he/she is eligible to take deferred exams 

for any existing promotional list for that department at the time of 
appointment termination. 
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Job Announcements 

Sign-up for automatic e-mail notifications: 
 
• CEA/Exempt job vacancies on SPB’s website at www.spb.ca.gov 
 
• Civil service job vacancies/examinations on SPB’s Online Employment 

Center website at www.jobs.ca.gov 
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Handouts-CEA and Exempt 

• Summary CEA Return Rights/Options 
 
• Current Laws and Rules of CEA Return Rights 

 
• Summary Exempt Return Rights/Options 

 
• Current Laws of Exempt Return Rights 

 
• Examination Options 
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RESOURCES 

• SPB Website www.spb.ca.gov 
• Online Employment Center www.jobs.ca.gov 

 

 

Appointments Consultation Unit Contacts: 
 

Vanessa Singh, 916-653-0124 or e-mail VSingh@spb.ca.gov 
Linda Amoruso, 916-651-0320 or e-mail LAmoruso@spb.ca.gov 
Susan Harrigan, 916-651-0342 or e-mail SHarrigan@spb.ca.gov 
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Hire Above Minimum 
Lump Sum Payment 

Red Circle Rates 
 
 
 

Department of Personnel Administration 
Debbie Baldwin 
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Exempts 

Hire Above Minimum 
  

• Following an Executive Branch Exempt Appointment exempt 
appointees may receive a Hire Above Minimum (HAM) when 
reinstated to a civil service class. 
 

• HAM cannot be over the maximum salary of the civil service class. 
 

• If an appointment is from a promotional exam, salary is based on 
DPA salary rules. 
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Statutory/Exempt 

Lump Sum Process 
  

• Legal Authority 599.752.1(g)   
 

– Identifies statutory officers and all other DPA exempts that earn  
leave credits.  

– Are paid out their lump-sum like all other Excluded employees.   
– All other statutory officers do not earn or use sick leave, 

vacation, or annual leave.   
• Are identified with a “S 1” footnote in the Exempt Salary 

Schedule. 
• Are under the following lump sum process. 
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Statutory/Exempt 

Lump Sum Process 
  

• Statutory officer leaves state service, a lump sum payment is made 
if there is existing leave balance.   

 
– Rate of pay must be at salary rate where leave was last earned,  

• e.g. adjusted for general salary increases (would have been 
received if individual had remained in former position).  

  
– If former position was civil service, is reinstated to the former 

position and immediately separated.  
• Allows a lump sum payment at current rate of pay of former 

position.   
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CEA  

Red Circle Rates 
 

• Aid a CEA’s adjustment to a lower salary  
 

– For former CEA appointees reinstating to a Civil Service Class.  
 

– For CEA appointees being reduced to lower level and salary rate. 
 
• Legal Authority 599.988  
 

– Mandates red circle rate for a CEA who has ten years of State service. 
 

• Under a CEA appointment and who is terminated from a CEA. 
• If the termination is not voluntary or based on unsatisfactory service.  
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CEA 

Red Circle Rates 
 

• If CEA voluntarily terminates their appointment, red circle rate may 
be granted by the appointing power. 

 
• All red circle rates are at the CEA’s current salary less 5%. 
 
• GC 13332.05  

– Describes the intent of the Legislature in granting funds for CEA red 
circle rates. 

– States red circle rates do not pertain to CEAs appointed between June 
20, 1976 and July 1,1977.   

• These CEAs are covered by 599.988 (prior SPB Rule 548.2)  
• Receive the salary based on their highest CEA salary, less 5%. 
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CEA 

Extended Red Circle Rate 
 
  

• Offered to CEAs employed during window period (June 20, 1976 
and July 1, 1977) who have been a CEA continuously since. 

 
• Shall receive red circle rate until absorbed by any salary changes. 
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Contact 

 

 
Debbie Baldwin, 916-323-8495 or e-mail DebbieBaldwin@dpa.ca.gov 
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Benefits 
Department of Personnel Administration 

 
Ralph Cobb 
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Return to Civil Service 

• Manager/Supervisor Class 
– Benefits continue as is. 

 
• Rank & File Class 

– Most Benefits Continue, however: 
• Health contribution reverts to bargaining unit’s rate. 
• Delta Premier and Safeguard Enhanced dental coverage 

reverts to Rank & File plan. 
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Return to Civil Service 

• Rank & File Class  
 

– Group Term Life Insurance 
• Basic Coverage = Continues for twelve months, if involuntary 

return to Rank & File class. 
• Supplemental Coverage = Remains in force unless employee 

cancels. 

 
– Long-Term Disability 

• May continue coverage up to 24 months. 
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Not Returning to Civil Service 

• Separation From State Service 

 
• CalPERS Retirement 
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Separation From State Service 

• Health and Dental Benefits 
 

– Exempt employees who meet the following conditions may continue 
your health and dental benefits until they retire: 

 

• You have ten or more years of CalPERS service credit. 
• At least two years of your CalPERS service was in an exempt 

position. 
• You leave your retirement contributions with CalPERS. 
• You separate before age 60. 
• You're enrolled in a CalPERS health and DPA-sponsored dental 

plan when you separate. 
 

– Exempt employees who don't meet these conditions may continue 
health and dental benefits under COBRA. 
 

– CEAs may continue health and dental benefits under COBRA. 
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Separation From State Service 

• Vision 
– may continue vision benefits under COBRA. 
 

• FlexElect Reimbursement Accounts 
– Medical 

• Elect to continue contributions and claiming reimbursements 
under COBRA; or 

• Discontinue contributions and claim reimbursements only for 
services incurred prior to separation. 

 
– Dependent Care 

• No more contributions, but may claim against balance for 
remainder of plan year. 
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Separation From State Service 

• Employee Assistance Program 
 

– Coverage ends. 
– If currently using services, may use remaining sessions. 

 
• Long-Term Disability 

 
– May convert to individual policy, however: 

 
• Must have been enrolled for at least 12 months. 
• Must not be disabled at separation. 

 
– Must convert within 31 days of separation. 
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Separation From State Service 

• Group Term Life Insurance 
 

– May convert to an individual policy. 
 

• Basic Coverage = Guaranteed Issue. 
• Supplemental Coverage = Underwritten. 

 
– Must convert within 31 days of separation. 

 
• Group Legal Services 

 
– Coverage ends. 
– If currently using services, can continue on that legal matter. 
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CalPERS Retirement 

• Health & Dental 
 

– May continue coverage into retirement. 
– Must retire within 120 days of separation unless you are an 

exempt that qualifies to continue benefits until retirement. 
– State’s Health contribution per vesting rules. 
– Age 65 and over need to enroll in Medicare. 
– Delta Premier coverage reverts from Enhanced to Rank & File 

plan. 
 

• Vision 
 

– May enroll in retiree vision program. 
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CalPERS Retirement 

• Long Term Disability  
– Coverage ends. 

 
• Group Term Life Insurance 

– May convert to an individual policy. 
• Basic Coverage = Guaranteed Issue. 
• Supplemental Coverage = Underwritten. 

– Must convert within 31 days of separation. 
 

• Employee Assistance Program 
– Coverage ends. 
– If currently using services, may use remaining sessions. 
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CalPERS Retirement 

• Group Legal Services 
 

– Today 
 
• Coverage ends. 
• If currently using services, can continue on that legal matter. 

 
– Spring 2011 

 
• New Retiree Group Legal Services Program. 
• Mailing to retirees regarding enrollment period. 
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Contact 

 
 

Ralph Cobb, 916-324-3438 or e-mail 
RalphCobb@dpa.ca.gov 
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CALPERS 
RETIREMENT 

 
Department of Personnel Administration 

Desi Rodrigues 
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Discussion 
CalPERS Options: 

 
• Returning to Civil Service 

 
• Separating  

– No Right of Return to Civil Service 
 

• Reciprocity 
 

• Service Retirement  
 

• Service Credit Purchase 
 

• CalPERS Contact Information 
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Returning to Civil Service 

• CalPERS membership will continue. 
 

• CalPERS funds must remain in your retirement account. 
 

• Employing agency will process retirement enrollment and required 
contribution.   
 

• Agency will notify CalPERS. 
 

• CalPERS will send you confirmation notice. 
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Separation  

• No right of return to civil service. 
 

• Leave CalPERS funds in your CalPERS account. 
  

• Transfer CalPERS funds to a tax-qualified plan. 
 

• Withdraw CalPERS funds.   
– There may be tax consequences.  Please contact your tax expert! 

 
• Service retirement if you meet the age and five year vesting 

requirement. 
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Reciprocity 

• CalPERS has an agreement with many California public retirement 
systems. 
 

• Reciprocity allows you to coordinate your benefits between the retirement 
systems when you retire. 

 
• You have six months to be re-employed by an employer under the 

reciprocity agreement. 
 

• You can use your highest final compensation at retirement with both 
systems and use service from both systems to meet vesting requirement. 
 

• You must submit an election form to CalPERS to coordinate retirement 
benefits. 
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Service Retirement  
Miscellaneous Category 

• You may retire as early as age 50 with five years of service;          
however, your retirement benefit will be reduced. 
 

• You may retire at age 55 with five years of service to receive full 
retirement benefit. 

 
• Computation is based on your age at retirement and years of 

service. 
 

• You should request a retirement estimate from CalPERS at 
www.calpers.ca.gov or call CalPERS at 1-888-225-7377. 

 

41 

http://www.calpers.ca.gov/


Service Credit Purchase 

CalPERS offers a variety of service credit purchase 
options: 
 
1. Additional Retirement Service Credit 

• You must be employed by a CalPERS-covered employer and have five 
years of service credit.   

• Does not count to meet minimum qualification for any benefit based on 
years of service. 

 
2. Transfer Alternate Retirement Plan Funds   

• You have a one-time opportunity to receive CalPERS service credit for 
the actual amount of time worked during your two years of ARP 
participation.  This service would count towards 5-year vesting. 
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Service Credit Purchase 

3. Military Service Credit 
 
4. Three Years of Peace Corps, AmeriCorpsVISTA 
 
5. Service Prior to Membership 
 
6. Leave of Absence Service Credit 
 
7. Serious Illness Leave Credit 
 
8. Layoff Service Credit  
 
9. Prior Service Credit   
 
10. Optional Member Service Credit 
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CalPERS Contact  

• You can access your personal CalPERS account at:  
https://my.calpers.ca.gov/  

 
• You can review detailed information, request estimates, and 

download forms at:  www.calpers.ca.gov and select the member tab. 
 

• You can call a CalPERS representative at 1-888-225-7377. 
 

 
Desi Rodrigues, 916-324-9400 or e-mail desirodrigues@dpa.ca.gov 
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Countdown to Your Retirement:  

Briefing for Exiting Exempt Employees 

Nationwide Retirement Solutions 

A Savings Plus Retirement Seminar 

 

Retirement specialists are registered representatives of Nationwide Investment Services Corporation, member FINRA. 

Information provided by Plan Service Representatives is for educational purposes only and is not intended as investment advice. 

©2010 Nationwide. Nationwide, On your side and the Nationwide framemark are service marks of Nationwide Mutual Insurance Company 

NRM-3906M1-CA  



 Maximize Your Contributions 
 

Plan 

type 

Normal 

Contribution 

Maximum 

Age-Based 

50+ 

Contribution 

Total 

Contribution 

Allowable 

457 $16,500 $5,500 $22,000 

401(k) $16,500 $5,500 $22,000 

Total $33,000 $11,000 $44,000 

You can contribute the annual maximum 
amount  to both 457 & 401(k)! 

Annual contribution limits for 457 and 401(k) for tax year 2010.  Future years indexed for inflation.  



• Actual limit based on under-utilized deferrals 
from previous years 

• Earliest age to begin is 47 

Calendar 

year 

Normal 

maximum 

allowable 

Catch-Up 

maximum 

allowable 

Total 

maximum 

allowable 

2010 $16,500 $16,500 $33,000 

Maximize Your Contributions 

* Cannot be used with 457 Age-Based 50+ contributions 

457 Traditional Catch-up 



Maximize Your Contributions 

• Includes vacation and/or annual leave balance 

• Defer taxes on the amount transferred 

• The amount you transfer, combined with your other plan deferrals, 
cannot exceed the annual maximum contribution limit for the tax 
year(s) involved 

• Complete Request to Transfer Lump-sum Separation Pay Booklet 

Transfer Your Lump 
 Sum Separation Pay 



Keep Your Money with Savings Plus 

• Low cost program – $1.50 per month per plan 
• No new fees or sales commissions 
• Attractive investment options, including a self-directed 

brokerage account (PCRA)* 
• Personal help managing your retirement dollars now and 

after you retire 
 

 * The Personal Choice Retirement Account (PCRA) is a self directed brokerage 
account provided by Charles Schwab & Co., Inc., and offered through the Savings 
Plus Program. Participants choosing to enroll in a PCRA are allowed to manage 
their investments in their 401(k) Plan and/or 457 Plan. 

Advantages of staying in the Program 



Distribution Options 

 The IRS may require you begin to take 
minimum distributions from your Plan 
account by the later of: 

April 1 in the calendar year 
after you turn age 70½ 

OR 
 April 1 of the calendar year 

      after termination (if over 70½) 

Required Minimum Distribution (RMD) 



• Check your beneficiaries and update 
when appropriate 

• Update your address changes in 
retirement 

• Read your quarterly Newsline 
• Review your quarterly statements 

 

Manage Your Account  
in Retirement 



  

By phone: (866) 566-4777 (*0) 

Online: www.sppforu.com 

In person: Matt Christl (916) 327-2351  

                      chrism15@nationwide.com 

Manage Your Account  

in Retirement 

 

Information provided in this workshop 
is for educational purposes only and is 
not intended as investment or tax 
advice.  



State Personnel Board

Return Rights
C.E.A. and Exempt Employees
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RIGHT OF RETURN TO CIVIL SERVICE

CAREER EXECUTIVE ASSIGNMENT EMPLOYEES
PREVIOUSLY EMPLOYED IN A CIVIL

SERVICE POSITION

SUMMARY OF RIGHT OF RETURN/OPTIONS

CoPIES oF CURRTï,TTAWS PERTAINING
TO THOSE RIGHTS



Questions

Who ls
ellglble?

Summary_ C.E.A. Return Rights/OptÍons
Government code sectionlgggg.3 and rne{division- r, chapter l,

Section 548.150 - -54R | 54 Cctifnñia t-^"to ̂ rD^-..r^¿:^--

Former Position
548.151

Every C,E.A. except former exempt
employees who were employed in the
C.E.A. position based on the
provlslons of . Govemment Code
Sectlons 18990 or i9992 and either:
(1) have no prlor permanent clvil
servlce status; or (2) have prior civil
servtcê permanent status and since
that status have had a break in
servlce due to a permanent
separatlon.

What am I
entltled to?

Towhat
classes/
levela¡n I
entitled?

150 - 548.1

Mandatory Reinstatement

lm proved Perrnlssive Rights
548.152

Those q.F A.emptoyees that are etigible under
the provlslons of 548.1 51 and who háve five or
rnore years' State service which includes at least
one year C.E.A. servlce.

Former permanent or probationary
position as defìned In Rule S4g.1S0

"'Former position,,..,means the last
position an employee held as a
probationer or permanent employee
or a position that ls at least at thé
same salary level and to whlch the
appointing power could have
transfened the employee.,,

ifornia Code of ations

Rights Upon Termination

Permissive Relnstatement

1
Flve vears' State servlce
ilcluding one vear but
less than three vears
C.E.A. service. Any
class at a salary level no
more than two salary
steps higher tharr the
class of former position
and at least two salary
steps lower than C.E,A.
levelfrom which
terminating.

One of the following two options:

lmproved ilandatory Rights
548.153

Those C.E.A. employees that are eliglble under
lhe prov¡slons of 54B.l5l and who have ten or
more years of State servico includíng at feast
threê year6 of consecutlve C.E.A. service under
one.appointing power that occurred entirely
withln slx years of the curent C.E.A,
termination.

2
Five_ vears' State
service lncludinq three
or more vears C.E.A.
servlce, Any class
that ls at least two
steps lower than the
C,E.A.levelfrom
which termlnating.

Mandatory Reinstatement

Any class at least two salary steps lower than
üe lowest C.E.A, level served Oûring the most
fle+ qualifying three consecutive years of
C.E.A. servlce under the appointing'power and
åt least two steps lower than the ClË.A. level
from whlch belng termlnated and above the
level of the employee's former posltion. The
class must be In the sam€ occupational area(s)
as the C.E.A. posltion(s) under ihe appoinilnÀ
powor and the employee,s prior serviie and 

'

C.E.A. experlence combined must reasonablv
predict successfu | performance
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Questions

Must the
positlon be
vacant?

To what
department?

Surnmary C.E.A. Return Rights/Options
Government Code Sectionl9S89.3 and Title 2 divicinn I Õhqr

Former Posltion
548.151

Are there any
time llmlts?

Department where employee last
served as a permanent or
probatlonary employee.

No

150 -  : i48.1

Must I sorvs a
probatlonary
parlod?

None.

and Title 2, division

lmproved Permlsslve Rights
548,152

Yes

Cannot be requlred to serve a new
probatlonary perlod. However, must
complete any portion which was not
completed when they left their former
position.

' what does "permissive" reinstatement mean? Totatly at the discretion of the appointing power.
¡ \{hat is "c'E'A.'' level? The c'E'A' category has five levels' These levels and the maxímum salary for each level is described in section g.1 of thef;'J,i,ffi'Ë,iiil.,?ï""å;,:H,l5:,i:;"g;;;;Uf æ""y,'nniþ,t r,:,iääå.Å'Ë;i to which rhe p"oon *ã"ãópói"t"oä¿-..t'tiä sahry rhe

fornia

Any department.

of
l, Chapter

ations

Rights Upon Termination

Ellglbillþ for.appoìntment expires four years from
the date of the C.E.A. termination.

Must serve new probaflonary perlod if reinstatíng
1o a clasg two or more salary èteps hlgher than
former position. Also must õerve ne¡i
probatlonary perlod if relnstating to a class less
than two salary steps higher unl-ess the
department waives the probationary period.

lmproved Mandatory Rlghts
548.ts3

Only the department where the employee served
the quallf,lng three consecuilve yeårs-of C.E.A.
service.

I

Yes

Employee must.request rolnståtement In wrlting
wlttin l0 calendar dalæ of receiving the notice of
C.E.A, temination.

Must serve new probationary period if reinstating
to a class two or more salary óteps hlgher than
former position. Also must serve new
probatlonary period if relnstating to a class less
than two salary steps higher unless the
department waives the probationary perlod.
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Government Code Sections

Title 2, Division 5, part 2.6, Chapter 2.5, Article g

ELIGIBILIW FOR APPO¡NTMENT TO CEA POSITIONS AND RIGHTS UPON
TERMINATION

Section 19889.3. (a) Eligibility for appoinûnent to positions in the career executive
ass¡gnment category shall be estabfished as a resuit of competitive examination of the
following persons who meet such minimum qualifications as the State persònná goaro
may determine are requisite to the performance of hþh administrative and policy
influencing functions:

. (1) Persons with permanent süatus, or who previously had permanent status, in the
civilservice.

. (2) Persons employed-by the Legislature for two or more consecutive years, as
described in Section 1Sgg0.

(3) Persons holdíng, for tr¡vo or more consecutive years, nonelected exempt positions
. in the executive branch, as described in Section iggg2. 

.

(b) No person employed in a career execr¡tive assþnment shall be deemed to acquire
as a result of such service any rights to or status In pósitions govemed by the pruiJiont
of this part relat¡ng to the civil service other than the categoryäf careet executive
assignment, except as provided by State personnel goarã rule.

(c) The State Personnel Board shall provirle by rule that an employee shall, if he or
she so desires, at the termination sf his or her aþpointment to a career executive
assignment, be reinstated to a civil service pos¡tión that is (1) not a career executive
assignment and (2) that is at least at the same salary level'aå the last position that he orshe.held as a permanen-t gr probationary employee. lf the employee has compteìeà aminimum 9l f¡ue years of state service, he or shé rnay return td a þsition that is (1);t
substantially the same salary level as the last position in which he or she rrao peimanent
or probationary status or (2) at a salary level that is at teast two steps lower thän that ofthe career executive position from which the employee ís being terminated.

(d) A state entity that gTPlolsa person describet in subdiviãion (a) in:a career
execut¡ve assignment shall notifo the Conboller of this person's emþtbyment status and
the Controller shall forward this information to the boarà.

(e) For the purpose of this section, "ernpbyee' means a permanent employee, or an
empfoyee serving under another appointmentwho previously had permanent status andwho, since such permanent status, has had no break in the óontinuity of ni" õ.trãi"tåt"
service.

(0 This sec{ion shall remain in effect only until January 1,201g, and as of that date is
repealed, unless a later enacted statute, úat is enacted- before January l, 2013, deletes
or extends that date.

Section 19889.4. Notwithstand¡ng arly otherprovision of law, any person who, prior to
March 30, 1977 , was reinstated to a career executir¡e assÍgnmeni position, or appoÍnted
!o_ 31 exempt positíon, after a break in servhe, and who he-ld such position on frrtåy à i ,1977' shall upon termination of such career executive assignment or exempt posiiion
have the right to return to the last regular civil service positlon in which tne þel-son nàO
permanent status prior to such a break in se¡vice_

IRights Upon Termination
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ARTICLE 15. Termination of Assignment

SEC. 548.136. Appeal From Termlnation.
W-ilhin 30 days after receipt of notice of terminaüon of a career executive assignment, the
affected employee may appeal to the State Personnel Board upon the groundé that the
termination was etfecteg for re¿_sons of age, sex, sexual preferbnce as-prohibited by Govemor,s
Executive order 8-54-79 (414nÐ, maritaistatus, race, dlor, nationaloàgin, 

"n.rrt'ry, 
disability

as defined in Govemment Code Section 19231(a)(l), religion, or religiouã opinions ánd
affiliations, political affiliation, or political opinions. After hearingthe âþpeal, ihe board may
affirm fte action of the appointing power, or restore the affecte? empioyeeio the career
executlve asslgnment.

ARTICLE 17. Reinstatement Fottowing Termination

SEC. 548.1 50. Definition.
"Former positfon' for the purposes of thls article, means the last position an employee held as aprobatloner or permanent employee or a posltion that is at least ih" same satary level and to
which the appointing power could have transfened the employee.

sEc. 548.151. Reinstatement ro Former position Following Termination.
An employee terminated from a Career Executive Assignment shall be re¡nstated to his or her
former position unless the employee elects to be appointed to another posÍtion, offered by the
appolntlng power, for which he or she is ellglble.

SEC. 548.152. Permissive Reinstatement.
An employee lerminated from a Career Executive Assignment on or after January l, 1g81, after
completing at least five years of state service may on oi after the effective date oi this rule be
reinstated to a vacant position at the discretion of any appointing power within four years of
such termination as follows:

1. Such employees who have completed at least one year but less than three years of
career executlve service may bereinstated to a position in a class that is not more that two
steps higher in salary than the cfass in which the employee last served as a probationer or
permanent employee, provided that such class is at least two steps lower In salary that the
career executive level from which the employee is being terminated.

2. Such employees who have completed three or more years of career executive service
may be reínstated to a,position in any class that is at least two ðteps lower in salary than the
career executive level from which the employee is being terminated. For employees who hare
separated from state service, reinstatement eligibility under this rule shall not'extänd beyond
the employee's reinstatement etigibílity under Govemment code secflon 1g140_

SEC. 548.153. Mandatory Reinstatement.

(a) The reinstatement ríghts provided under this section apply only to employees who
are terminated from a Career Executive Assignment on or after ApriÍ3, tSigt, aftei cómpleting

Rights Upon Termination 10



ten years of state Trylt"' including at least three consecutive years of career executive serviceunder a single appointing poü€r aã specified.¡n part (ùiftnÀ åu"tion, 
"no-n 

t ã'ãär"rtreinstatement pursuant to thÍs section, in wriilng, *itdtríü;;ys of receiving notice of thetermination of their Career Executive Assignmeît
(b) The three consecutive years of career Executive service specified under part (a)must (1) have occuned entirely wir¡¡n six years or üre edå"t¡Je date of the employee,stermínation from a career Exeóutive Assigiment, ,il (2i;;sìterm¡nate on ói"ií", January 1,1981' For Úre purposes of meeting this servlce rquirònieni, ãxempt service shall not affectothe rwise qua lifi i ng career executive se rvice.
(c) Reinstatements under this section shall be to the last appointing career executiveservice, as specified above.
(d) An eligible em.ployee may request relnstatement to any generaf civil service tevel thatis: (l ) At least two steps tbwÁr in t"í"ty tt'.n the lowest cãieãr execr¡ive Assignment revel andwhich the employee 

*rv9d during his/her qualifoing perioã ái."r"", executfve service underthis section, provided that the ,"qiesteo levet ¡s at Ëãü t*" rt"ps tower than the level fromwhich the employee is being.temi¡nat"o; and (2) Above tne revel of the employee,s formerposition' An employee may limit his/her reinsàígrriti"que-si unoer this secfion to posrgons
:3:[tffå:plovee 

could reásonably be expected to accepï w¡ttrout a change in his/her pface of

(e) upon rgceinJ of such a request,.the.appointíng power shafl reinstate the emptoyee toa position at the requested lever and, if appilcaorå, tocat¡o'n-tñãt ¡s:
(1) Vacant; and
(2) In the same- occupationat area(s) as the career Executive Assþnment(s) that theemployee herd under.the apþointing power, prwide,d. sucn emfoyee possesses any ricense,certíficate, or registration required ði tné c{ass in which the emptoyee is being reínstated andperformance in the career Executive Assignment.trl *romät with the emptoyee,s priorempìoyment hlstory would reasonaoty preãict 

"r".àd"n 
ipãJã*"n* in the tower levetposition' An employee's refusal to a#pt a position.offerão prrrrunt to these provisions shallconstitute a waiver of ttre.employee's rlghts under this sàctioñìr,e be relnstated to or to receivereemployment list eligibility for oiher poãitions at the same teveì, uut snalr nãi onã*ir" tmpactthe rights and etigibilities frovided OV tnis articfe.

(f) lf the appointing power does not L".ur " 
vacant position that can satisff theemployee's reinstatementrequested underthis section, nã táìiã*¡ng actions shall occur:

(1) lf the employee's relnstaternent request is not limited to his/her current loeation, theemployee's name shall be placed on the appointinj pil¡. ùõ"rtmentaland tocalsubdivisional reemployment list for any classes coñtärntng posiiions which, if vacant wouldsatisfy the employee's.t"ils!3qT"^nt rãquest pursuant toìn¡s sè"t¡on. tf the emptoyee,sreinstatement request is limited to his/her cunent location, the employee's name shalt be placedon a subdivisional reemployment list covering that tocation ioin" classes indicated above.Departmental or subdlvlsioñat reemptoyment list ellgibility granted under thfs section shall not
i?."y.11.11the emplovee's na¡e-þnö píaceo on 

"n/g"nérãiiåårproymenr tist. subdivisionateligibilities rnay be changed with thõconcurrence órine employee ano the appointing power.
(z) rne reinstatement and reemployment provision ouüíned in parts (e) and (f)(1) of thissection.shall be applied in.descending ór0", to any lower general civil service fevels under the

;i,S:'::itr":owerthatcontain 
positirñs which rnóttn" rriíãr¡ã ouri";Jñ'p;,G Gñd (e)(2) or

(g) lf an employee cannol be placed in a vacant position pursuant to this section, theemployee shail be reinstated to his oi her former porit¡oñ. 
- - '
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SEC. 548.154. Sequence Of Reinstatement.
When two or more employees are simultaneously seeking reinstatement orreemployment to he same class pursuant to the rights provided 

-under 
mis articie, tneappointing power shall act in the foltowing sequence.

reinstLated.

{b) Employees seeking mgndaJory reinstatement or reernployment pursuant to Section548' 1 53 to a position other than their former position shall be appointed in senloríty order to anyremaining positíons, provided that persons_on reemployment lists shall be appointed onty asallowed by Govemment Code Seciion 19056.
(c) Employees seeking permissive reinstatement pursuant to section 548.152may bereinstated to any remalning vãcant positions.

SEC. 548.155. probationary perlod.

An ernployee w.ho.is reinstated pursuant to sections 548.152o1 548.153 shall be subjectto the probationary period requirements specified in section 322.

SEC. 599.988. Red Circte Rates.

. .An employee who has ten years of State servlce, one year of whlch is under c.E.A.appointment(s) and is terminated fiom a career Executive Aséignment, shall receive a red circlerate in accordance with standards set by the Departrnent of pãisonnelAdminbrration unless thetermination was voluntary or based on únsatisfabtory pàrromãn.". lf the termínation wasvoluntary and performance satisfactory, a red circre is'permissive.

.. The DeparFnent may' at the election of the employee, apply the provisions of thissection !o any employee who, prlor to the effective datä oitni*ätr, was terminated from aCareer Executlve Assignment. The sataries of these 
"rpoyã". 

may be a-djusted on theeffectíve date of this sectlon for the remainder of the periãd äi tir" tre red circle rate coutd havebeen granted.

ARTICLE 3. Termination Of Assignment

SEC. 599.990. Notice Of Termination.

In terminating a career executive assignment principles of good personnel managementshall be observed through conforming to the fãilowinj prod"0ìrà",

^ (a) The appointlng power, in advance of service of written notice of termínation ofassignment, shalf indicate to the empfoyee its intention to terminate the assignment and theemployee shall be privileged to dlscussthe termination with the appointing pãwer.

.. .(b) The appointing powershall serve the employee with written notice of termination ofthe assignment at feast f0 days prior to the effective'dite of termination ano a cof/ãi suchnotice shall be fumished to the Department of personnelAdministration.

SEC. 599.992. Termination Upon Request Of Employee.

Rights Upon Termination
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I '
I' An ernpfoyee serving in a career executive assígnment may reguest the appointingpower to terminate that assignrnent at any tirne, and suórr termination sfran ¡e mãde, , ,

SEC.599.993. Reduction In Force.
Whenever it is necessary or advisable to reduce the number of employees in positions

where there are general civil service classes and career executive assignments, the appoíntingpower may initiate either or both of the following:
(a) Termínate the assignment of one or more of the career executives as províded for inthis Article without regard to the respective seniority of such incumbents 

", 
*rpår"d to general

civil service employees, or
(b) Determine the relative seniority of employees in the general civit service classes.

Lay off general civílservice employees asprovided úy Government Code Sections 1g9g7-19997.14 or terminate the career executive as provided for in this Atlcle ex."pt nat no general
civil servlce employee shall be laid off as long as there is a career executive with less senlority.

SEC. 599.994. Senlority Credits.
Service in a career executive assignment shall be credited for scniority credits as if theservice had been under a general civil service appointment. Credit for servjó in the careerexecutive assignment category shall be earned ài ¡r tne entire category were one class; the rateshall be on point per qualifoing pay period.

ARTICLE 4. Separations from State Service

SEC. 599.995. Separation of Employee.
A person serving in a career executive assignment may be separated from state seruicethrough resignatlon, automatic resignation, dlsmíssã¡, retirement, or for medical reasons underthe provisions of Govemment Code Seclion 19253.5 in the same manner as ls provlded forother civil service employees. The career executive assignment of a person so'sepaiated shallbe deemed to have been terminated, and the separationio have been from 

" 
óo"iäon'¡n tn"class in the generaf civil servíce in which the employee had permanent status.

I

I t
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RIGHT OF RETURN TO CIVIL SERVICE

EXECUTIVE BRANCH EXEMPT EMPLOYEES
PREVIOUSLY EMPLOYED IN A CIVIL

SERVICE POSITION

SUMMARY OF RIGHT OF RETURN/OPTIONS
and

COPIES OF CURRENT LAWS PERTAINING
TO THOSE RIGHTS

I

r .
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Who ls
dllglble?

Mandatory Relnstatement
Former Positlon

G.C. S 19141

What ate they
Entltled?

All exempt employees who previously
had permanent civilservice status
and sínoe such status have had no
break In serulce due to a permanent
separatlon.

Sumrnary Exempt Return Rights/Options

ölasseö/
Levet?

Mandatory Reinstatement

lmproved Permissive Appointment Eliglbility
c.c.s rer41.1(b)

Placement ln their former positìon as
deñned In Govemment Code Secflon
1.8522 or a vacant poslilon In any
department, oommlsslon or Stató
agency for whlch he or she ls
qualifled at subetantlally the same
level.

Those who have a rlght to retum to thelr former
posítion under the provlsions of Govemment
Code Section 19141 and have at least flve years
of State service and at least one ysar of exèmpt
service, NOTE; 'State servlce" Includes both
ex€mpt and clvll servlce.

Elígibility to take certain defened examinaflons.

Rights Upon Termtnation

1
Flve vears of State
servlce lncludlnq qt Leaet

One of the following two optlons:

one vear but less than
three vears of exemot
servlce.

Any class for which a
cunent eligible list exists
at a salary range no
more than two steps
higher than the former
posltion and forwhich he
or she meets the
minimum qualificatlons,

lmproved Mandatory
Rlg htslRel nstaterne nt

c.c,S 1s141.1(cl

Those whb have a right to retum to their former
posltion under lhe provlslons of Government
Code Sectlon 19141 and have ten years of
State service Including five years of civil service
ând at least three yeare of exempt servlce under
a slngle eppointlng authority,

2
Flve vears of State
seMoe includinq lhree
or more veare of
exempt serulge.

Any class forwhich a
cunent ellglble llst
exists and that has a
salary at least two
steps lower than the
exempt salary from
whlch belng
terminated and for
which he or she meets
the minimum
qualifications,

Mandatory Reinstatement and eligibitity to take
defened examinations.

Any class for whlch the employee has clvil
servlce.ellgibllity under the appoinüng authority
where the three consecuflve years of exempt
sBMcÊ were completed and that has a salarv
level at least two steps lower than the exemót
saläry levsl from whlch belng terminated. ln the
absencE of cunent ellglbllltyltra nsfer,
relnstatement, etc.), the employee ls enfllled to
a defened exam for classes meeilng this
crltEria,



Vacant
posltloh onty?

Mandatory Re¡nstatement
Former posifion

c.c. s lel4l

ôepartnrent?

Summary Exempt Return Rights/OptÍons

Department where employee last
served as a permanent or
probatlonary employee or at the
dlscretlon of the apþointing power,
any orner department that has a
vacant position at substanflallv the
same level as the last perman-ent orprobatlonary appointmenr.

No

l lme Llmtt?

lmproved o"rË]Ë.'irâîff intment Etisibítity

Fmployee must request relnstatement
In writ¡ng withln 10 working days of
the exempt termfnation.

Probatlonarv
Perlod?

Any department,

Cannot be required to serye a newprobalionary period. However, must
complete any porflon that was not
completed when they left thelr formerposition.

N/A

Rights Upon Termination

Eligiblllty for a defened exam expires four vearsfrom the date of exempt termtnailon, 
--- '--'-

Yes, .lf the^employee obtains appointment
eligibility within 2 years of the téiminafion and a
vacant position do€s not exlst, he/she ls entiüed
to speolfled reemptoyment ilst eilgtbiltty,

lrnproved Mandatory
Rights/Reinstatement

c.c.s 19141.'t(c)

lf the employee ls appolnted from a llst, theprooartonary period would be as requlred in SpB
Rule 322.

Deparünent where the three consecutive years
of exempt servlce were completed,

Employee must request relnstatement Inwrtflng wlthln 10 calendar days of exempt
terminatíon,

Rlght to^be placed on reemployment list
explres 2 years from the daie óf tne exempt
termination.

2.

Must.serve new probatíonary period if
relnstating to a class two or more salary. steoshigher than former posttion. nrso musitãiã-
new probationary period if relnstating to a clãsstess than two satary steps higher uni""iif,ä--qepartrnent waives the probationary period,



Government Gode Sections

- - 
sêct¡ön 18522' 'Pos¡fion"m-eans.a1v-gfficèbiempioymeñtlntne úãtàtäclvìlserviCe;äs

the phrase is defined in section I of Articre úil or ft," conåtiiútion.
"Former positíon" means etther of the followíng:
(a) A positÍon in the dassification to which an employee was last appoinied as aprobationer, perman-ent emptoyee, or career executive, úndêr the samt;åñiil¡ng po*", wherethat position was held, and witrín å designated geographical, organizational, or funcfionalsubdivision of thar state agency as deteimineo ãpprîJfiåiãîv Ú," board.
(b) with the concurrence of both the appointing power and the employee, a posítion in adifferent classification to which trre sameappóiirting pã*"i.ãrro have assigned such anemployee in accordance wlür this part. Horaieve;iË{f"*.r;e"sition shal ñotùðruã" positionsfrom which the employee hæ @n separated t'iouinJir"ìprinarv acflon, rejected during aprobationary period, terminated under'section tga8õ.3, ortãiminated, demoted, or transfenedín accordance with section 19253.5; or terminate¿ on ã fiql-punitive basis under section19585.

sectíon 191+1. Thissedion appiles gnry !o a permanent emproyee, or an emproyeewho previously had permanent status'and wno,lincåiñrïpåirununt status, has had no breakin the continuity of hls or her state service due io 
" 

p"*àri"ni separatton. As used in thissectlon, "former position" is defined as in section ñszz, olìiÛre appointing pcrurrer to whlchreinstiatement is to be made 1nd tg emptoyee ágr*, 
" 

iãäjniposition in any department,commission, or state agency forwhích h'e or sneis +iá¡n¿ãiiìubstantia¡y the same tevet.
within the periods g{.time specified below, an employee who vacates a civil serviceposition to accept an appoin-trnent tb an exempt posltion itál ne reinstated to his or ñ"r'tär","position at the termrnation enher by the emproye; 

";;óñ;än! 
po*", of rhe exemptappointment, provided he orshe (á) accepieoin" 

"ppòintrnent-ù¡ftrout a ¡reai in tñÀ continuityof state service, and (b) requests ìn writing reinstateme-nt otirre appointing power of his or herformer posftion wfthin 1'0 wö*ins day; ánä ih;-;?;¿tiø oät 
'ãr 

the rerminatÍon.

of time:fte 
reinstatement may be requested by the employee only within the following periods

--- , .(ul * ?nt time afrer the effecÍive date of the exempt appoíntment if the employee wasappolnted under one of the bllorving:
(1) subdivislon (a), (b), (c), (d), (e), (f), (g), or (m) of section 4 of Articre v¡ of theGalifomia Constitution.

(2) section 2.1 of Artide x of the carifomía constitution
(3) section 22 of Articre Ð( of the carifomia constitution-
(4) To an exempt posilion under the same appgþting power as the former position eventhough a shorter period oitime may be otherwise specified for that appointment
(b) Within six months after the effective date of the exempt appointment if appointedunder subdivlsíon (h), (i), ß), or (l) of section 4 of Article vll of the califomia constitution.
(c) (1) Within four years after the effective date of an exempt appoíntment if appointedunder any other authority.
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An employee who vacates his or her civil service position to accept an assignment as amember, inmate, or patient helper under subdivision til oi Sãct¡on 4 of Article Vil of thecalifornia constitrfion shall noi have a right to reinstatäment. 
'

An employee who is. serving under an exempt appointment retains a ríght ofreinstatement when he or she gccãpts an extension or tnät exempt appointment or accepts anew eÌempt appointment, provided the extension or new appointment is made w¡tfi¡n tnespecified reinstatement tlme limit and there is no break In thå cont¡nurty of state service. Theperiod for whfch that right is retained is for the prr¡oa 
"pô¡rcanlu 

to the extended or new exemptappointment as if ftat appointment had been made on ïne oáte otthe initiai ãiernpiappointment.

When an employee exercises his or her right of reinstaternent and returns to his or herformer position, the service while under an exempt appointment shall be deemed to be tímeserved in the former position for the purpose of d;terminirõ rri" or her seniority and etigibility formerit salary increases. 
. " '-- '" 'v vv"'v' rß' s' ¡u ç

lf the termination of.an exempt appoinhnent is for a reason contained in section igggTand the employee does not have a right'tð reinstateme;i, Ë;; she shall have his or her nameplaced on the departmental and genãral reemployment lísts for the class of his or her formerposition.

(2) Notwithstandilg 
??.flgraph (1), this p_aragraph shalt appty to state emptoyees in stateBargalning unit 5, 6, or 16-. withln iouiyêar. after t-he effective ååté or ãr 

";;rpã;pointmentif appointed under any other authority.
An employee who vacates his or her c.l-vil ¡ervfce position to accept an assígnment as arnember, inmate, or patient,helper under subdfvlsion 0;iG;ìon 4 of Article Vll of thecalifornla constitution shail noi have a right to reinsta-tãment 

¡ ir (¡v¡v v rr v' rl

employee.who is. serving under an exempt appointment retarns a right ofreinstatement when.he or she acoðpts an extension o¡ ihat exempt appoinûnent or accepts anew exempt appointment, provided the extension or new 
"ppàlntrent 

is made within thespecified reinstatement time llmit and there is no break ¡n inð ónt¡nuity of state servics. Theperiod for which that right is retaíned is for the period 
"pú¡onu 

to the-extended or new exemptappointment as if that appointment had been made on ìñe oate of the initial exempt 
-

appointment.

when an employee exercises his or her right of reinstatement and returns to his or herformer posltion, the service while under an exempt appointment shall be deemed to be ¡me

¡""Jå1å:te 
former position rorthe purpose otoãterln¡n¡nõ ti* or her etigib¡tity toirãrit satary

lf the termlnation of-an exempt appointment is for a reason contained in section 1ggg7and the employee does not have a right'tä reinstatement he óisfre shall have his or her nameplaced on the departmental and gene-ral reemployment lists for the class of his or her formerposition.

section 19141-1- (a) This section appfies onry to a permanent emproyee, or anemployee who Þreviously had permanent siatus, 
"no 

wr'o r,r" ã reinstatem.ñt ri'gñi pursuant toSection 19141. The State Perðonnel Board may adopt rutes to implement this sec¡on.
(b) Within four years of the termination of an appointment in an exempt position, eitherby the employee or the appointing power, an employee wno has completed a minimum of fiveyears of state service experience and at Èast one yãar but less than three years of exempt
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service shall be given an.opportunity upon request to obtain civil service appointment elígibility,through a defened examination, for any pogrJiä1offered uvanv appointing io*iin'uny ctassfor which a current eligible list exists and which ha; ; 
";#ñr'ng* 

,p to two steps higher thanthe employee's former position. lf the employee has three är more yearc of exempt servjce, theopportunity shall be provided for any class af least two salary stepsbelow the emiloyee'sexempt salary level.

(c) At the termlnation of an exempt appoíntment, either by the employee or theappointing power, on or after January 1,'1gïi, an employee *nó n"" at Ëait t o yeárs of stateservice including fi've years of civil service experience and at least three consect¡úve years ofexempt service under a single appointing powel and who requests reinstiatement in writingwithil 10 days of the termination,.shall bË'reinstated ,pon ,efuestto (1) his or her forrnerposition or (2) any vacant position for whicJr the employee r¡aäc¡v¡r s"t"" *l¡g¡bllftyìnder theappointing power where ths three years of service were compteted and which is at least twosalary steps below ttìe employee'sexempt salary level. ln ftiã ã¡sence of cuneniiiri 
"tigioility,an employee shall be entitled to a defered examination for ptacement on a ct¡nent ellgible fistfor classes rye.9ti¡r9 the.mandatory reinstatement criteria. lf the emptoyee obtains civil seMceappointment eligibility at any time withln two years of the termination oÍ tn" Á*ðrpt appointment,and a vacant position-.in the appropriate clasó ls not available, the employee's name shall beplaced on the appolntlng. powet's departmental or subdivisional reemployment f;; a;t classesand locations whichwould satisfythe employee's reinstatemént request. Departmen'tal orsubdivisional reemployment llst eligibility granted under this section shall not result in placementon any general reemployment list.

. lf an employee ca1noj be placed in a vacant position pursuant to this section, theemployee shall be reínstated to his or her former posit¡on.

Section 19141'3. (a) Notwithstanding Section 19141, this section shall apply only tostate employees in State Bargaining Unit 19.
(b) ThÍs section applies only to a permanent employee, or an employee who previously

had permanent status and who, siñce that permanent statús, has had nó ureat< in the continuityof hÍs or her state service due.to a permanent separation. As used in this section, ifo*"r
position' is defined ds.in Section 1ù522,or, if the appointing pow"r to which reinstatement is tobe made and the employee agree, a vacant posítíon'in any?äpartment, comrnission, or stateagency for which he or she ls qualified at substantially the same level-

. (c) Within the periods of tirne specified below, an employee who vacates a 
"¡u¡l 

servíceposition to accept an appointment to an exempt positlon snaU Uã reinstated to his or her formerposition at the termlnation either by the employeä or appointing power of the exemptappointment, provided he or she (i) accepieOine appäintment-w¡thout a break in the conünuityof state servicg and (2) requests in writing reinstatement of the appointing power of his or herformer position within 10 working days afrérthe effective date of the teimínation.
(d)'Ihe reinstatement may be requested by the employee only within the followíngperiods of time:

(f ) At any time afterthe efiective date of the exempt appointment if the employee wasappointed under one of the foltowing:

- (A) subdiúsion (a), (b), {c), (d), (e), (Ð, (g), or (m) of section 4 of Articre Vil of theCalifomia Constitution.

(B) section 2.1 of Articte rX of the carifornia constitution.

Rights Upon Termination
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(D) To an exempt position under the same appointing power as the former position eventhough a shorter period of time may be otherwise sæcif¡eJ täiürat appointment.
(2) Within six months after the effective date of the exempt appoinlment if appointedunder subdivision (h), (i), (k), or (l) of section 4 of Article vil or tne califomia Constitutjon.
(3) (1) Wrthin four years after the effective date of an exempt appointment if appolntedunder any ofher aufhority.

(e) An employee who vacates his or her.civil servíce posltlon to accept an assignment as
I nlgmber' inmate,or patient helper under subdivision g) of Section 4 of Article Vll of thecafifomia constitution shall not have a right to reinstateäent.

. (0 An employee who is serving underan gxem-Rt appointment retains a right ofreinstatement when he or she acceptã an extension of thaï äxempt appointment or accepts anew er\empt appolntment provided the extension or new appointment is made withín tnespecified reinstatement time limit and there is no break ¡n ir,å ónt¡nuíty of state service. Theperiod for which that right is relained is for the period 
"pplùu¡Ê 

to the extended or new exemptappointment as if that appointment had been made on irle date of the initial eiempi
appointment.

(g) When an employee exercises his or her right of reinstatement and retums to hls orher former posltlon, the service while under 
"n 

ui"rËlåppolnir"nt shall be deemed to be tíme
il"#å1å:te 

former position for the purpose ot ¿eterminirig hi" or her eligib¡l¡tv iái mer¡t satary

(h) lf the terminatlon of an exempt appoiniment is for a reason contained in section19997 and the employee does not have a ,ight to l."instãt"rnent he or she shall have hls or hername placed on the departmental and general reernploymeniiists for the class of his or herformer position.

Section 19142' Ja) Every person accepts and holds a position in the state civit servicesubject to mandatory relnstatement of anothei person. 
- ' " - -. F'

. - (b) (1) Upon reinstatement of a person any necessary separations are effected under theprovísíons of Section .19997.3 governing layoff and demotíon except that (A) an employee whois not to be separated from staie servicã néed not receive advánce notifieation as provided lnsection 19997'13, and{B) 9_enlority shall not ue countáããs prov¡oeo in section 19992.s whenthis would result in the layoff of the person who has the reinitatement right. Under such acÍrcumstance, qualiffing service in ólasses at substantialf tne Àame or higher salary level is theonly state service that shall be counted for purposes of détermining who ¡õ to ¡. 
"Ëóarated.(2) Notwithstanding paragrap.h (1), this paragraph shall apply to state employees in StateBargaining unit 5, 6, or 16. 

'upon 
rèins:tãiemedt .f ä pårsñ;ny n"*.rry separations areeffected under section 199973 goveming layoff anà hu*ãiion å*cept that an emptoyee who is

!"t !9 be separated from state servlce neéo ñot receive advance not¡ñcation as piovioeo lnSection 19997.13.

Section 19142.2- (a) Notwithstanding Section 1g142,this section shall apply onty tostate employees in State Bargaining Unit 1g.

Rights Upon Termination
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(b) Every person accepts and holds a position in the state civitservice subject tomandatory reinstatement of another person. , .
(c) upon reinstateme¡rt of g person, any necessary separations are effected undersection 19997.43 governing layoff ánd demotíón except tnatãn émployee who is not to beseparated from state service need not receive advance notification as provided in Section19997.53.

Rights Upon Termination



EXAMINATION OPTIONS

FOR

EXECUTIVE BRANCH EXEMPT EMPLOYEES

AND CAREER EXECUTIVE ASSIGNMENT

EMPLOYEES



Eligibility to Take Promotionar and cEA Examinations

Executive,Br-anch Exempt-Employees- -

Government Code SectÍon 18992 provides eligibility for Executive Branch Exempt employees
who meet the following criteria to participate iripromotionalexaminations, including Cåreer
Executive Assignment (CEA) examinations:

1. They are non-elected exempt employees; and

2. Their salaries are not setty statute (for the most paft salaries set by statute inctude
Agency Secretaries and Department Directors). Refer to Government Code Section
1 150O et seq.; and

3. They h.Y." been employed as an executive branch exempt employee for at least two
consecutive years. (the two consecutive years do not have to be ôurrent); and

4- They have been appointed pursuant to subsections (c), (e), (f), (g), (i), or (m) of Section 4
of Article Vll of the Constitution; anð

5. They are currently employed in the executive branch exempt appointment.

. An executive branch employee without prior civil service experience who resigns or is
released from seruice may take promotional examinations fbr one year followi-ng their
resignation or refease, and may take CEA examinations indefinítely.

An executive branch.,employee with at least five years prior state seruice experience may
request to obtain civil serviceeligibility through a defened examination. Thé eligibility period
is determined by.the length of exempi service. See Govemment Code sectionJ19141.1 (b)
and (c) for eligibiliry critería.

Executive Branch employees retain eligibility on promotional lists as follows:

Individuals shall maintain promotional list eligibility forthe life of the list. As with civil seryice
employees, the índividual name is removed from ine list when he or she receives a
permanent civil service appointment in that class.



Eligibility to Take Promotional and CEA Exams for
Executive Branch Exempt Employees

Government Code Section 18992

(a) Notwithstanding any other provision of law or rule, persons holding, for two or more
consecutive years, non-elected exernpt positions in the executive branch of
government as defined in subdivisions (c), (e), (f), (g), (i) and (m)1 of Section 4 of
Añicle Vll of the Constitution and excluding those positions for which the salaries are
set by statute, shall be eligible to apply for promotional civil service examinations,
including, but not limited to, exarninations for career executive assignments for which
they meet the minimum qualifications as prescribed by the class specification. Persons
receiving passing scores shall have their names placed on promotional lists resulting
from these examinations or othen¡rise gain eligibility for appointment. In evaluating
rninimum qualifications, related exempt experience shall be considered state clvll
seruice experience in a class deemed comparable by the State Personnel Board,
based on the duties and responsibilities assigned.

(b) ln cases where promotional examinations are given by more than one department for
the same classification, the employee shallselect one department in which to compete.
Once this selection is made, it cannot be changed for the duration of the promolional
list established from the examination in which the employee participated. Employees
may transfer list eligibility between departments in the same manner as provided for
civil service employees.

(c) Employees who meet the requirements of this section and who resign or are released
from exempt employment of the executive branch of government shall be eligible to
take promotional civi! service examinations for one year following their resignation or
release in accordance with subdivisions (a) and (b).

(d) Employees who meet the requirements of this section and who resign or are released
from exempt employment of the executive branch of government shall be eligible to
take examinations for career executive assignments indefinitely foJlowing their
resignation or release in accordance with subdivisions (a) and (b).

(e) An employee who establishes eligibility on a promotional civilservice list, either
pursuant to subdivision (c) or prior to having resigned or having been released in a

t These subdivisions are:
(c) Officers elected by the people and a deputy and an employee selected by each elected officer.
(e) A deputy or employee selected by each board or commission either appointed by the Governor or
authorized by statute.
(f) State officers directly appointed by the Governor with or without the consent or confirmation of the
Senate and the employees of the Governor's office, and the employees of the Lieutenant governods
office dírectly appointed or employed by the Lieutenant governor.
(g) A deputy or employee selected by each officer, except members of boards and commissions,
exempted under Section 4(f).
(i) The teachÍng staff of schools under the jurisdiction of the Department of Education or the
Superintendent of Public Instruction.
(m) In addition to positions exempted by other provisions of this section, the Attorney General may
appoint or employ six deputies or employees, the Public utilities commission may appoint or employ one
deputy or employee, and the legislative Counsel may appoint of employ two deputies or employees.

l
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manner to which subdivision (c) would app¡y, shall maintain that eli
duration of that particular tist.

(f) This section shall remain in effect only until January 1,2013, and as of that date is
repealed, unless a laler enacted statute, that is enácted before January 1,201g,
deletes or extends that date.

Government Code Section 191 41 .1

(b) Within four years of the termination of an appointment in an exempt position, either bythe employee ol the appointing power, an employee who has complåt"o . minimum offive years of state service experience and at l"ast one year but les's than three years ofexempt seryice shall be given an opportunity upon request to obtain civil servicé
appointmént eligibility, through a deferred examination, for any position offered by anyappointing power in any class for which a cunent eligible l¡st ei¡sts and which has a
salary range up. to two steps higher than the empbyée's former position. tf the
ernployee has three or rnore years of exempt service, the opportunity shall be provided
for any class at leasÏ two safary steps below tre empioy."'å ä*"rpii"lary levä1.(c) At the terminatjgn 9f an exempt appointment, either byih" 

"mploybe 
or th-e appoíntingpower, on or afterJanuary 1, 1987, an employee whohas at léasi 10 years oi itat"

service including five years of civil seruice exþerience and at least three consecutiveyears of exempt seruice under a single appointing power and who requests
reinstatement in writing within 10 days of'the tenñination, shall be reinstated upon
request to (1) his or her former position or (21any vacant position for which the
employee has civil service eligibilityunder ihe appointing þower where the three years
of service were completed and which is at leastùo salãry steps below the emplóy""t
exempt salary level. In the absence of current list eligibiliiy, an employee shall'bg
entitled to a defened examination for placement on a currånt eligibie list for classes
meeting the man-daÏory reinstatement criteria. lf the employee o-bta¡ns civil seruice
appointment eligibility at any time within two years of thé te-rmination of tn" exempt
appointment, and a.vacant position in the apþropriate class is not available, the
employee's name shall be placed on the appoiniing power,s departmental or
subdivisional reemployment for any classes-and loätions which would satisfy the
empfoyee's reinstatement request. Departmentat or subdivisional reemployment list
eligibility granted under this section shall not rcsult in ptacement on any general
reemployment list.
lf an.employee cannot be ptaced in a vacant position pursuant to this section, the
employee shall be reinstated to his or her former posÌiion.

t*'i'€
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Eligibility to Take Prornotional and CEA
Examinations

CEA Employees with No prior permanent
Civil Service Status

Government Code.Section 18993 provides authority for CEA employees that
have no former civil seruice position to take prornotional examinatioñs under the
following círcumstances:

For as long as the.employees remains in the CEA position, he or she rnay takepromotional examínations for any class for which they meet the minimum
qualifications for the department where they are 

"er.ring 
the cEA.

When the CEA has been terminated, he or she is entitled to take deferred
exarninations for any promotionaleligible list for his or her department in
existence at the time of the appointment terminatíon if he or she meets the
minimum qualifications specified for the promotional examination. The employee
must request the deferred examination within 10 calendar days of the CEA
termination and the department shall administer the deferredãxarnination within
30 days of the request.
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BENEFIT OPTIONS TO.DO LIST

Returning to Rank & File Civi l  Service

' Group Term Life Insurance-Need to-make sure departmental HR office follows through onpaying Basic Life premium direcily to Metlife.

. Long-Term Disabit¡tv-Wlhl¡_AQ_devg of your return to Rank & Fite, complete the onlineRequest for Long Term Dísab:ility u monih Direct pay coverage card 1sì rsesa-o 43146) atwwty,.çle_n_d.ard,.Ç.qr-r_/myþ-çnef!tsice!ifq[ra. The card must be returned to standard Insurancecompany, 920 sw sixth Avenue ipbB/cl, portand, oa glzoq.

Separating from State Servíce

r Health
. Dental
. Vision
. FlexElect ReimbursementAccounts

You have 60 davs in which to continue these benefíts. papenruork and procedures differ,

å"5:"0'"n 
cn the benefit  and plan/carrier involved. Your HR om.u can advise what.you need

Long-Term Disability- itlin 30 davs of se , complete the online Request for GroupLTDConversionMaterials(S|47@.çìanãq¡q.ço¡lnyþen.e..[.t-ç/.c.a]ifo.r.n.ia.and

1gturn the completed package to standaro lÁsuiänðä öã"ióunv, 920 sw sixth Avenue(PSB7C), Portl.and, OR gtZO .

Group Term Life Insurance-Within 30 davs of se , contact Met Life at1-800-252-8524 to request a õñ"rs¡on authorization form_

Retir ing (CaIPERS)

lf you retire more than 120 days after separation, you are not eligibte for retiree healthand dental benefits, unless you are an exempt employee who meets the conditions inGovernment Code Sections 22915 or 22g16.

. Health-

' lf you retire within 30 days of separation, your health benefits should continueautomatical ly.

' lf you retire 31-120 days after separatíon see, Things you will Need to do on your
Own, below

.t\



CaIPERS Retirement

Work With Your HR Office to Continue

. Dental

. Vision

Papenruork and procedures differ, depending on the benefit and plan/carrier involved. Your HR
Office can instruct you on what you need to do.

Thinos You Will Need to do on Your Own:

. Health-lf vou retire 31-120 , you have 60 days from date of
retirement to re-enrofl in health benefits. Contact CaIPERS through the mylCalPERS Web
site (https://my.calpers.ca.gov), or by telephone at 888-CaIPERS (8BB-225-7377), to
re-enroll.

. Medicäië(if-iõdare age 65 and overþObtain information abôuï-lÇ[eðiöare enrollment,
contact the Social Security Administration at (BOO) 772-1213 or visit -their website at
wwly-_ç.qa,g_q.Y.

. Group Term Life Insurance-within 30 davs of sep , contact Met Life at
1-800-252-8524 to request a conversion authorization form.



Retirement Information for Emptoyees in a "Exempf, or..CEA,, position

l. what is the retirement option for "Exempt" or.,cEA', emproyees separating?

You have the option of electing to service retire as long as you meet the eligibility criteria.You must be at least age 50 or SS with 5 years of servL.

2' what if I don't quarify for service retirement under carpERS?

' You can leave your funds in your CaIPERS account and continue to accrue interest
until you are etígible

' You can take a refund of your calPERS funds- There are tax consequences to
"on-r]9u,r -.-=_- ._

. Transfer your CalpERS funds to a taxqualified plan.

3' What is the retirement benefit lwoutd be eligible for as an ..exempt,, employee?

In most cases, you would be under the miscellaneous retirement category with a benefitformula of 2o/o of salary at age 55. However, CaIPERS must verrfy the formula.

4' what if I currently have calPERS membership as a previous civil service employee?

lf you return to a state civil service position, your calPERS funds will remain in your accountand you will continue to contribute toward calpERS retirement.

lf you separate and do not retum to state civil service, your catpERS funds will remain inyour account and continue to accrue interest; unless you elect to withdraw or transfer funds.

5' w¡ll I contribute to social security if I return to a state civil service position?

Yes' State employees participate ín Socíal Security; except for patrol, peace officer,
firefighter and safety fnembens- As of April 1gg6, allemployees must contribute to Medicare.

6. Do I still have the option of purchasing service credit wfie¡ l,separate?

calPERS provides various service credit purchase options- In most cases, you maypurchase service credit as an active or inactive member. However, yo, rurt contact
CaIPERS to verify eligibitity.

7 ' 11 | have retirement service in both state civil service and exempt positions, will that
impact my retirement benefit?

lf you have multíple calPERS-covered employers, you may have separate formulas used in
the calculation of your retirement benefit. you must contad CalpERS to verÍfy your personal
account information



8. What will happen if I'have service under two or more retirernent categories
(miscellaneous, safety, peace officer, etc.) under CalpERS?

CaIPERS witl calculate each retirement category separate because there are typica¡y
different retirement formulas. CaIPERS woutd then add each of the benefits for each
retirement category to determine yourtotalmonthly retirement benefit- Contact CatpERS to
verify your personal information-

9. who can I contact to get my perconal catpERS account information?

' Access CaIPERS website at httpsJ/mv.calpers.ca.qov/ and register to get immediate
information rggarding your retirement account.

. CaIPERS web site at www-calpers.ca.qov

. Contact CaIPERS by telephone at l{igB-Z2S-7377

DesiRodrigues
Retirement Policy & Legislation
(9161324-94Oo
Des i Rod riques (ôdpa.ca-gov
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All information contained in
this booklet w(]s current a.s

of the printing date. The Plan
Administrato r reserves the

right to amend any of the

¡trocedures or ¡tlan proví.siotts

outlined in this booklet or in
the o.fficial Plan Document.

Such changes may be enacted
w it ho ut p rio r arLnounc e me nt

or the express consent or
agreement of plan

participants. The fficial
Plan Document will govern

if any cottradiction arises
between the terms of the

fficial Plan Document
and this bookLet.

State of California
Savings Plus Program

BENEFIT
PAYMENT
BOOKLET

\Zour decisions regarding distributions from your savings prus account(s)
r will have financial consequences as well as income tax implications.

Therefore, you may wish to obtain the advice of a tax advisor before you
request a payment.

This booklet contains information and several forms for your use. use the
applicable forms to select the payment method that best meets your needs.
Enclosed in this booklet are the followins items:

. Distribution Information

. Benefit Payment Application (BPA.)
.  ; ' : ; . : . . ' . ,  

, . . . 1  . - . .  .  . 1 . , ,  . .  ) . ¡ .  . :  : : . . . .

r ,,.Questions Ye,1l. Should,Ask Be-fore Rolling YourAssets Out of thç p'lan

. Benéfi t Payment Application-Direct Rollover Only

.Surnmary402(f)SpecialTaxNoticeRegardingPlanPayments
_ ' .  i .  ,  :  -  

,  f = - - - - -  :' 
fecfign 

3405 Notice of Special Rules for Pensions, An4uities, and
Certain Other Defgned Income

. Eirect Deposft,Form

. Uniform Lifetime Table

The instructions contained in this booklet summarize the major provisions of
federal and State of California rax rules rhat may apply to your payment. The
tax rules are complex and contain in their full text many conditions and excep-
tions that are not included in these instructions. You can find more specific in-
formation on the tax treatment of payments drawn from retirement plans in the
Internal Revenue Service (IRS) Publication 575, Pension and Annuity Income,
and IRS Publication 590, Individual Retirement Arrangements.These publica-
tions are available from your local IRS office, the IRS web site at www.irs.
gov, or the IRS Tax Forms Distribution Center, telephone l-800-TAX-FORM
( 1 -800-829-361 6\.

NRM-4226CA-CA.2 (08/08) State of California



Distribution

Eligibility to Withdraw Funds

Your eligibility to withdraw funds from your 401(k)
Plan and 457 Plan will be verified before payment is
issued. To facilitate faster processing of your BPA,
provide proof of separation or retirement. A Notice
of Personnel Action (NOPA) is issued to most state
employees by their personnel office when they separate
or retire. However, if you do not have a NOPA, a let-
ter from your former employer is acceptable. The letter
must be provided on agency letterhead, must reference
your date of separation or retirement, and must be
signed by a designated representative of the agency.

40 |  (k) Plan

You are eligible to receive payment of your 401(k) Plan
assets without penalty if you are:

(1) Age 55 and retired or separated from state service;
or

(2) Age 59V2, regardless of your employment status

If you receive a payment before you are age 55, you may
be required to pay an additional l}Vo in federal tax and.
if you are a California resident, a2Vz7o state tax. Please
consult IRS Publication 575, Pension and Annuity In-
come, and IRS Publication 590,lndividual Retirement
Arrangemenls, for more information on the tax treat-
ment of payments from retirement plans.

457 Plan

You are eligible to receive payment of your 457 Plan
assets if you retire or separate from state service. There
is no minimum age requirement for payment without
penalty.

Payrient Methods

If your distribution is less than l00Vo, the balance will
remain in your account.

Direct Payment

This payment method allows you to receive a direct pay-
ment. You may specify the percentage or dollar amount
to be paid directly to you. This payment will be reported
to the IRS as ordinary income.

lnformation

Periodic Payments

This method allows you to choose one of the following:

Fixed Period- The length of time over which you will
receive your funds; or

Fixed Amount---The specific dollar amount that you will

. Fixed Period: You may choose to receive monthly
payments or annual payments. Your payments are
calculated by dividing your account balance by the
number of payments that you wish to receive. Your
payments will be recalculated each month (if on
monthly payout) or each year (if on annual payout),
so your account balance will be exhausted at the end
of your payment schedule. The minimum payment
period for this method is one year. If your payments
continue beyond age70Vz, your payment amount may
increase to ensure that your distributions meet RMD
requirements in accordance with IRS regulations. For
more information refer to Required Minirnum Distri-
bution in this section.

. Fixed Amount: This option allows you to receive
payments of the same amount monthly or annually.
If your payments continue beyond age 70V2, yow
payment amount may increase to ensure that your
distributions meet RMD requirements in accordance
with IRS regulations. For more information refer to
Required Minimum Distribution in this section.

Supplemental  Distr ibut ion

This payment method allows you to withdraw additional
monies while you are receiving periodic payments. To
receive a 1007o withdrawal of funds or a partial with-
drawal of funds, submit the BPA, checking the Supple-
mental Distribution box in Section IV. A supplemental
distribution will be issued to you in the same method
(i.e., check or direct deposit) and manner (i.e., prorata
across all funds or from a specified fund(s)) as your
periodic payment. If you do not elect 1007o, the distribu-
tion will not disrupt your current periodic distribution
method; howeve¡ a supplemental payment may reduce
the amount of your future fixed-period payments or
reduce the number of remaining fixed-amount payments.

Required Minimum Distr ibut ion (RMD)

IRS regulations require that you receive an RMD in the
year you turn age 70Vz or the year in which you retire,
whichever is later. If you return to employment, contact
Savinss Plus.



Your RMD is calculated by dividing your balance on
December 31 of the preceding year by your life expec-
tancy. The Unif'orm Lifetin-re Table located at the end of
this booklet will be used to determine life expectancy
unless your spouse is your sole primary beneficiary and
is more than 10 years younger than you.

If your spouse is your sole prirnary beneficiary and is
more than 10 years younger than you, the Joint Life and
Last Survivor Expectancy Table will be used. You can
obtain the Joint Life and Last Survivor Expectancy Table
from IRS Publication 590 by checking the IRS Web site at
wtuw.irs.gov. Your payment is subject to change, on the
basis of revised tables, when applicable. You must provide
proof of your spouse's date of birth. If you originally
nalned a spouse who is more than l0 years youngel than
you are, and a beneficiary change occurred that affects the
lifè expectancy table used, the paynent amount will be
adjusted at the beginning of the following calendar year.

Delay Ini t ia l  RMD Payment

You nray select this payrnent method if you wish to
delay your initial RMD payment until March of the
year following the yeal you turn age 10VlIf you delay
your initial payment, you will receive two RMD pay-
ments in the same calendar year (March and Novem-
beL). All subsequent annual payments will be issued in
November unless you subsequently change your method
of payment and your RMD is satisfied. Because these
payments are taxed as ordinary income, the delay may
result in a higher tax liability.

General Information

Payment Dates

Payment will be issued within 45 days of receipt of a
properly completed BPA. Payment dates may vary, de-
pending on the type of payment that you have requested.
Periodic payments are made during the first week of the
month. Assets are liquidated on the flrst business day
of the month. Payments are issued by the third business
day of each month. Direct payments and rollovers are
made on a weekly payment cycle.

Direct Deposit Information

Direct deposit is available for direct payments and
periodic payments. There is no fee for this electronic
transfer. You may choose only one flnancial institution
account for dilect deposit.

If you're electing a distribution or changing your method
of payment (such as requesting a change to your peri-
odic payrnent amount), you must submit a new Direct
Deposit Form. If you are currently receiving a periodic
payment via direct deposit and elect a supplemental dis-
tribution, the supplemental distribution will be directly
deposited to the account on record for your current
periodic payment. If you change financial institutions
or change your account number or automated clear-
ing house (ACH) routing number, you must complete a
new Direct Deposit Form. Submission of a new Direct
Deposit Forrn will override any previous direct deposit
information on file. This change may take up to 45 days
to become effective.

Check Fee

A $2.00 processing fee is charged f'or each periodic
check. This fee will be deducted directly from rhe
amount of each periodic check issued.

Stale-Dated Checks

Checks are valid for 120 days. After that time, the check
becomes "stale" or too old to negotiate at your financial
institution. If you have a stale-dated check, you must
call Savings Plus at (866) 566-4111 and press ,'0 ro
speak with a customer service representative who will
ask you for specific information so that a replacement
check can be issued.

Lost or Stolen Checks

A check that was mailed to you or your financial institu-
tion can be reported as lost or stolen if, after 14 calendar
days from the date the check was issued, the check has
not been received.

Specif ic Investment Designat ion

Specific investment designation applies to periodic and
supplemental payments. Payments are prorated among
all your core funds unless you have specified otherwise
by completing the Specific Investment Designation
Form. To obtain the Specific Investment Designation
form, go to the SPP Web site at www.sppforu.conx or
call Savings Plus at (866) 566-411'7 and press x0 ro
speak to a customer service representative.

Personal Choice Ret irement Account (PCRA)

Your account value includes the total value of your core
account plus the value of your PCRA. Payments are
made from your core account only. You are not required
to liquidate all PCRA assets before payments begin.



However, if you are requesting 1007o distribution, you
tnust transfer your PCRA funds back to your core
account. You must retain in your core account the lesser
of $2,500 or 507o ofyour account balance plus enough
assets to cover three months of distributions. Core
account balances are reviewed on a reguìar basis to
ensure that assets are sufficient to cover upcoming dis-
tributions. You will be notified if a transfer of assets is
required. If assets are not transferred within the required
time, assets will be liquidated to cover the amount need-
ed for the upcoming 12 months of distributions.

Tax Withholding

Federal income taxes will be withheld on the basis of
the payment method and the length of time you select to
receive payments. Please refer to the enclosed Section
402G) Special Tax Notice Regarding Plan Paymenrs
and Section 3405 Notice of Special Rules for Pensions,
Annuities, and Certain Other Def'erred lncoure ibr
additional information.

Direct Payments and Periodic Payments
for Less than l0 Years

Direct payments and periodic payments for a period
of less than 10 years will be reported to the IRS as
ordinary income. The mandatory federal tax withhold-
ing is 20Vo on amounts over $200 per year. If you wish
to increase the federal withholding, complete a W-4P.
No California state income taxes will be withheld
unless you request otherwise by completing a DE-4P.
Submit tax withholding documents with your completed
BPA. To get information on how to obtain a W-4P and/
or DE-4P refer to information presented later in this
section.

Periodic Payments for l0 Years or More

Periodic payments that extend for a períod of 10 years
or more will be reported to the IRS as ordinary income.
Federal income taxes will be withheld at the rate that
applies to married with 3 allowances unless you request
something different by completing a W-4P. No Cali-
fornia state income taxes will be withheld unless you
request otherwise by completingaDE-4P. Submit tax
withholding documents with your completed BPA. To
get information on how to obtain a W-4P and/or DE-4P
refer to information presented later in this section.

Required Minimum Distr ibut ion (RMD)

RMDs not issued by the required time are subject to
an additional tax equal to 50Vo of the distribution.
Please consult IRS Publication 575, Pension and
Annuity Income, and IRS Form 5329, Additional
Taxes on Qualffied Plans (lncluding IRAs) and Other
Tax-Favored Accounts, for more information regarding
the 50Vo additional tax.

You may file a W-4P and/or a DE-4P to instruct us to
withhold income taxes from your RMD payment. To
get information on how to obtain a W-4P and/or DE-4P
refer to information presented later in this section. If no
tax withholding information is on record, the rate of
federal tax withholding on the RMD portion of your
payment will be dependent on your payment method.
For periodic payments, the RMD porrion will be
withheld at the rate that applies ro married, with three
allowances. For a direct payment, the RMD portion
will be withheld at l)Vo. Note: Tax withholding for
the portion of the payment that is not the RMD will
follow the rules described in this Tax Withholding
section. No California state income taxes will be
withhetd unless you request otherwise by completing
a DE-4P.

Federal Withholding Certificate for
Pension or Annuity Payments (W-4P)

A W-4P indicates the amount of federal income tax to
withhold from your payment(s). The IRS does not allow
specific dollar-amount withholding designations. How-
ever, you may supplement your withholding amount by
designating an additional dollar amount to be withheld.
You may not designate an additional percentage. You
may submit a W-4P at any time and it will remain in
effect until you change or revoke it or make any pay-
ment changes. Special withholding rules apply to
payments to foreign persons and payments outside the
United States. Please refer to IRS Publication 505, Tax
Withholding and Estimated Tax,IRS Publicarion 515,
Withholding of Tax on Nonresident Aliens and Foreign
Entities, and IRS Publication 519, U..S. Tax Guide for
Aliens for further information. To obtain a W-4P form,
go to the Savings Plus Web site at www.sppforu.conx
and click on the "forms and publications" tab or call
Savings Plus at (866) 566-4777 and press *0 to speak
to a customer service representative.



Cali fornia State Withholding Cert i f icate
for Pension or Annuity Payments (DE-4P)

A DE-4P indicates the amount of Califor nia srare
income tax to withhold from your payment(s). The State
of California does not allow specific dollar amount
withholding designat ions. However.  you may claim
the number of allowances, note your rnarital status,
and designate an additional dollar amount to be with-
held. You may not designate an additional percentage.
You may submit aDE-4P at any tirne, and it will remain
in effect until you change or revoke it or rnake any
payment changes. If you live outside California, consult
your local taxing authority f'or more information. To
obtain a DE-4P f-onn, go to the Srare of Calif'ornia
Employment Development Web site at r.ur.r.'u'.edd.gov or
the Savings Plus Web site at wryru. sppforu.cont and click
on the "forms and publications" tab or call Savings Plus
at (866) 566-4177 and press *0 to speak ro a cusromer
serv ice representative.

1099-R Tax  Document

For tax reporting a 1099-R will be issued by January
of the following year.

Mai l ing Your Appl icat ion

Ensure that all applicable forms are included with
your BPA. If you wish to expedite processing, pro-
vide proof of separation or retirement from state
service.

Mail the original application (do not fax) to:

Nationwide Retirement S olutions
P.O. Box 182797
Colurnbus, OH 43218-2797

OR

Overnight mail to:

Nationwide Retirement Solutions
5900 Parkwood Place
Dubl in.  OH 43016
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Section [-Participant Information
Complete the information requested.

Section II-Plan Tlpe
Check the plan from which you wanr this distribution
to be withdrawn. If you are requesting distribution from
both plans, separate applications are required. Ifyou do
not check a plan, the application will be returned to you
and payment will be delayed.

Section lll-Distribution Bvent Tlpes
Check the box that applies to this distribution event.
Payment will be issued within 45 days of receipt of a
properly completed BPA.

. Elect Distribution: As long as you are eligible, you
may request a distribution from your account. Refer
to Eligibility to Withdraw Funds in rhe Distribution
Information section.

. Change Method of Payment: If you are cumently
receiving periodic payments, you may change the
method of payment or the distribution period at any
time. Your existing payment date will no longer be
applicable. Changing your method of paymenr or
distribution period may have tax-withholding impli-
cations.

Elect Supplemental Distribution: You may request
a supplemental distribution at any time. A supple-
mental payment will reduce the amount of your
future fixed-period payments, or it will reduce the
number of remaining fixed-amount payments.

Stop Distribution: You may stop distribution at
any time. Special rules apply if you are age 70 Vz or
older. Refer to Required Minimum Distribution in
the Payment methods section located in Distribution
Information.

Instructions for Benefit Payment Application

SECTION lV-Method of Payment
Check the payment method that is right for you. Com-
plete all information for the method you select. For more
information see the Payment Methods section located in
of the Distribution Information.

. Direct Payment: Specify the percentage or dollar
amount of your account balance to be distributed.
If you select direct payment as the only method
of payment in Section IV but fail to designate a
percentage amount or dollar amount, we will
assume 1007o.

. Periodic Payments: Specify whether you want
payments for a specific number of years or a fixed
dollar amount. If you select a periodic paymenr or
a fixed period or dollar amount but fail to designate
monthly or annual payments, we will assume a
monthly payment.

. Supplemental Distribution: Supplemental distribu-
tion is made in addition to your regularly scheduled
periodic payments. Check I00Vo or specify the
dollar amount of the distribution. If you check
l00Eo, you will be liquidating your account.

. Required Minimum Distribution (RMD)iDelay
Initial RMD Payment: Specify whether you wanr
to receive a RMD or to delay your initial RMD
payment. If your spouse is your sole primary

_ beneficiary and is more than l0 years younger than
you, you must complete the Two Lives Benef,ciary
Information Section of the BPA.

Section V-Participant Certifi cation
Read Summary 402(f) Special Tax Notice Regard-
ing Plan Payments and Section 3405 Notice of Special
Rules for Pensions, Annuities, and Certain Other
Deferred Income and sign, date, and mail the
application.

ir



Savings PIus Program

Benefit Payment Appl ication
Please read the information and instructions in the Benefit Payment Booklet before completing the forms.

Payment wil l be issued within 45 days.

Last Name. Fi lst Name. Ml Social Security Number (SSN)

Mail ing Address Date of Birth (mm/dd/yyyy.¡

City. State, ZIP Code RetiremenlSeparation Date (mn/dd/yyyy)

Privacy Statement: The Information Practices Act of 1977 (Civil Code Section 1798. l7) and the fèderal Privacy Act (Public Law 93-579) require that rhis notice be
provided when collecting personal information from individuals. lnformation requested on this form is used by the Savings Plus Program fbr purposes of identifica-
tion and account processing. You must furnish all the information requested on this f'orm. Failure to provide the infor¡nation may result in the action requested not
being processed.

@ (checkoneboxon ry . )

n 4o l(k) Thrift Plan J qSl Defèrred Comoensarion Plan

(Check one box only.)

|  |  h, lect Urstrrbutron

E Chnng. Method of Payment

E EI".t Supplemental Distribution

n Stop Distr ibution

(Complete all information for the method you select.)

n Direct Payment Specify the percentage or dollar amount to be paid directly to you. _7o or $

n Periodic Payments Select only one payment method below:

E Pixe¿ Period - years

! ¡'lxe¿ Amount $

Monthly or n Annual Payments

Monthly or n Annual Payments

tr
n

tr Supplemental
Distribution

Check the box if this distribution
Check 1007o or specify the dollar
l iquidating your account.

n 1007o or $

will be made in addition to your regularly scheduled periodic payments.
amount of the additional distribution. If you check 1007o, you will be

NRW-4226CA-C4.2 (08/08)

See the reverse side of this application for additional methods of payment.

State of California
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or
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Required Minimurn
Distribution
(RMD)

Delay Init ial
RMD
Payment

You nray select the RMD rnethod of payment in the year you turn age 70t/2. RMD payments are issued
annually. You t.uust complete the Two Lives Beneficiary Information section below if your spouse is
your sole prirnary beneficiary and is more than l0 years younger than you.

OR

You rnay select Delay Init ial RMD Payment if you wish to delay your init ial RMD paymenr unti l March
o f  t heyea r fo l l ow ing theyea ryou tu rn  age70 t / z . I f  youde layyou r i n i t i a l  paymen t , youw i l l  r ece i ve two
RMD payments in the same calendar year (March and November). All subsequent annual payments wil l
be issued in November unless you subsequently change your method of payment and your RMD is
satisfied. You must complete the Two Lives Beneficiary Information section below if your spouse is
your sole primary beneficiary and is mole than 10 years younger than you.

Two Lives Beneficiary Information

Complete the inforrnation below if your spouse is your sole prirnary beneficiary and is more than l0 years
younger than you. Attach a completed Beneficiary Designation form to this BPA. You must also attach
proof of date of bifth of the beneficiary.

Spouse's narne

Spouse's address

Spouse's SSN

Spouse's date of  b i r th

I request distribution to be made in accordance with the Plan Document, Internal Revenue Code, and my election. I understand that
the State of California has the authority to âpprove or reject this request. I certify that I have been informed of the different payment
methocis and the tax implications of distributions from my account. I certify that I have read Summary 402(Ð Special Tax Notice
Regarding Plan Payments and, by signing, I waive the 30-day notice. Additionally, I have read Secrion 3405 Notice of Special Rules
for Pensions, Annuities, and Certain Other Deferred Income. I hereby certify under penalty of perjury that this information is true
and accurate to the best of mv knowledse.

Signature Date

Mail the original application (do not fax) to:

Nationwide Retirement Solutions
P.O. Box 182797
Columbus, OH 4321 8-27 97

OR

Overnight mail to:

Nationwide Retirement Solutions
5900 Parkwood Place
Dub l i n ,  OH 430 ló

i t
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Questions You Should Ask Before Roll ing
Your Assets Out of Savings Plus

For many participants, a rollover may not offer the best choice. Following are some questions you should ask
before making a decision:

Distr ibut ion Flexibi l i ty

Q. Am I required to take a distribution upon sepa-
ration (leave state service)?

No. You may keep your money invested in Sav-
ings Plus until you elect to take a distribution. You
must begin distribution upon reaching age 70 Vz or
the year in which you retire, whichever is later.

Q. Will the new plan allow you to change your
distribution method at anv time without a
charge?

We allow you to keep your money in the plan even
if you retire or separate from service. We offer a
variety of distribution options to suit your financial
needs, including periodic payments and partial
withdrawals. Additionally, we do not charge fees
for changing your distribution method. You must
begin receiving payments during the year after
you reach age 70 Vz or the year in which you retire,
whichever is later.

Fees Assessed

Q. Does the plan receiving the rollover charge
you a maintenance fee or a fee to manage your
account?

We charge a monthly administrative fee of $1.50
per account. Additionally, we receive 0.I0Vo in
expense reimbursements from the investments to
heþ offset administrative costs.

Q. Are the investment management fees which are
netted against your returns disclosed to you?

We offer investment products that are competi-
tively priced when compared to many other invest-
ment products. All fee information is disclosed

. on our Web site, go to "investment operating

, expenses" quick link for comparative purposes.
Low investment fees continue to keep more of
your retirement money working for you.

Q. Are you charged a transaction f'ee when you
make an exchange between investment options?

We do NOT charge fees for exchanges between
investments. Many fi nancial organizations charge
both an administrative fee AND transaction fees
when you move your money between investments.

Tax Consequences

Q. Will you be subject to a lïVa additional tax if you
take a distribution from the new plan before the
age of 59Vz?

If you're considering rolling over funds from your
457 Plan account, consider whether you may need
to withdraw the funds from your IRA, 401(k),
403(b), or annuity before age59Vz.Ifyoudo, you
may incur a IÙVo federal tax penalty; and if you
reside in California, you may also incur aZ|/z%o
state tax penalty.

Investments Options

Q. Have you read the fact sheets/prospectuses care-
fully for the investments you aré considering?

If an individual is telling you where to--invest or
promising a certain rate of return, be sure to read
and understand where your money will be invested
and the underþing risks associated with the
investrnent. With us all fact sheets/prospectuses
are available on the Website, on the Voice
Response System, or by calling the toll free
number at 1-866-566 -4777 and pressing x0 to
reach a customer service represeritative requesting
one be sent ûo you. All fees are disclosed on our
fact sheets/prospectuses.

t 0



Q. Does the plan offer reasonably priced investment
options consistent with your investment objec-
tives?

We offer a full array of investment options repre-
senting the basic assets categories necessary to
build a diversified portfolio. Due to the large size
of the program, we offer investment products that
are competitively priced when compared to many
other investment products. Additionally, we allow
you to invest in funds outside the plan through a
Personal Choice Retirement Account@ (PCRA)
offered by Charles Schwab. Through the PCRA
you can invest in most investment vehicles traded
in public markets.

Q. What is the performance record of the invest-
ment options you are considering? Are their
reported rates of return reduced by the fees
charged to manage the investment option?

The Quarterly Performance Report which accom-
panies your SPP participant statement provides
performance history of investment options.
Performance information reported has been
reduced by the fee to manage the investment
option and therefore represents the true return
you are earning on your funds.

Expense Worksheet
(For illustrotive purþoses only)

Service charge expenses to your retirement plan may have a profound impact on the size of your account, particularly
when they are compounded over time. While expenses may not be the only criteria you use in evaluating retirement
plans, it makes sense to obtain an estimate for each category of expenses you will incur before you make a decision.
The chart below is designed to assist you in making such a comparison. It is also important to evaluate the Invest-
ment Management Fees (Expense Ratios) of the investment options you are considering. We receive 0.107o expense
reimbursements from the investments to help offset administrative costs.

There are differences between deferred compensation plans, individual retirement accounts, and qualified plans,
including fees and when you can access funds. You should consider all factors before making a decision. Assets
rolled over from a qualified plan may be subject to a IÙVo additional tax if withdrawn prior to age 59 %. Neither
Nationwide, our recordkeeper, nor any of its representatives give legal or tax advice; please contact your legal or tax
advisor for such advice.

Past performance is no guarantee of future results. Some investment options may impose a short term trade fee.
Please read the underlying fact sheets/prospectuses carefully.

l t

Cotegory of Expens_es Søvings Plus Provider A Provider B

Maintenance Fee (per plan) $ 1.S0/month

Investment Option Exchanges Free

Minimum Balance None

Sales Loads (Front-End and
Back-End)

None

Additional Fees Limited-(account

d iv is ion due to Domest ic

Relations Order.)

Contingent Deferred Sales
Charges

None

Total Estimate of Annual Expenses $ l8:00



lnformation for Benefit Payment Application - Direct Rollover Only

Rollover checks wi l l  be macle pavable to the Trustee/
Custodian (lRA provider or oiher entity) f'ol the benefìt
of yor-rl nar.ne. The rollover check rvill be mailed directly
to your address of record. You must mail or deliver the
check to the Trustee/Custodian.

If yoLr are age 70 Vz ot' older and elect to roll ovel yor-rr
fLrnds, your RMD will be processed and paid clirectly
to you bef'ore the remaining funds are rolled over to the
receiving entity. Refer to Required Minimum Distribu-
tion in the Distribution Information. Payment Methods.

. Individual Retirement Account or Annuity
(IRA): This payrnent method al lows you to rol l  over
your assets to an IRA ol Annuity. If yor-r roll over
your 457 Plan assets to a IRA or Annuity.  the assets
become subject to the rules that apply to the IRA.
Consr,r l t  your IRA provider for other restr ict ions or

SECTION I-Participant Information
Complete the information requested.

Section II-Plan Type
Check the plan from which you want this distLibution
to be withdrawn. If you are requesting distribution from
both plans, separate applications are required. If yoLr do
not check a plan, the application will be returned to you
and payment will be delayed.

Section III-Plan Type and Rollover Amount
Specify the type of plan that will receive your-funds.
Indicate the percentage or dollar amount of your

penalt ies. A direct rol lover to an IRA or Annuity
will be reported to the IRS as a nontaxable event.
Please consult IRS Publication 590, Individttal Re-
ti retnent Arrangements ( IRA).

Roth IRA: This payment method allows you to
rol lover your assets into a Roth IRA. A direct rol l -
over to a Roth IRA will be reported to the IRS as a
taxable event. No taxes will be withheld from your

distribution.

Eligible Retirement Plan: This payment method
allows you to roll over your assets to another eligible
retirement plan. When you do so, your assets
become subject to the rules that apply to that plan.
A direct rollover to an eligible retirernerrt plan witl
be repolted to the IRS as a nontaxable event.

account balance to be rolled over. If you're rolling over
your plan âssets to a different plan type-for example,
rolling over a 451 to a 401(k)-you must attach a certifì-
cation from the receiving entity that agrees to accept the
funds before a distribution will occur.

Section IV-Participant Certification
Read Summary 402(f) Special Tax Notice Regard-
ing Plan Payments and Section 3405 Notice of Special
Rules for Pensions, Annuities, and Certain Other
Deferred Income and sign, date, and mail the
application.

Instruct ions for Benefi t  Payment Appl icat ion-Direct Rol lover Only
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Benefit Payment Application
Direct Rollover Only

not required to transfer your Plan assets
ro l loveç p lease read the"Quest ionsYou
Your Assets Out of Savinss Plus."

Last Naure. First Name. MI Secur i ty  Number (SSN)

Mailin-e Addr-ess Date of Birth (rnm/dd/yyyy)

City. State. ZIP Cotie Reti¡enrent/Sepalation Date (mrn/dd I y y y y)

be ing  ¡ tx rcesset l .

(Check one box only.)

E 401(k) Thri f t  Plan Z 457 Defèrred Cornpensation Plan

It 's important you know that you're
However, if you're considering a

when you leave employment.
Should Ask Before Roll ing

Check the type of plan to which your finds will be rolled
If you are a1e l0 Vz or older the annual RMD portion will
over to the receiving entity.

into and specify the percentage or
be paid directly to you beþre the

dollar amount requested.
remainins funds are rolled

n
u
tr
tr

n
n

Direct rollover to a Traditional IRA or Annuity

Direct rollover to a Roth IRA

Direct rollover to IRC Section 457 Plan

Direct rollover to IRC Section 401(k) Plan

Direct rollover to IRC Section 403(b) Plan

Direct rollover to IRC Section 401(a) Plan V o o r $

The rollover check will be rnade payable for the benefit of your name to the Trustee/Custodian listed below. The check
will be mailed directly to your address of record for forwarding to the Trustee/Custodian. If funds are to be distributed to
more than one plan or IRA provider, attach an additional sheet with the following information: your SSN; your signature;
the name of the Trustee/Custodian; the percentage of your account to be rolled out or the dollar amount; and the date. If
you are rolling over your plan assets to a different plan type-for example, rolling over a 457 to a 401(k)-you must at-
tach a certification from the receiving entity(ies) that agrees to accept the funds before the distribution will occur.

V o o r $

V c o r S

V o o r $

V o o r $

V a o r S

Name of Trustee/Custodian

¡ 3



I request distribution to be made in accordance with the Plan Document, Internal Revenue Cocle, and my election.
I understand that the State of California has the authority to approve or reject this request. I certify that I have been in-
formed of the different payment methods and the tax implications of distributions from my account. I certify that I have
read Summary 402(f) Special Tax Notice Regarding Plan Payments and, by signing, I waive the 30-day norice. Addition-
ally, I have read Section 3405 Notice of Special Rules for Pensions, Annuities, and Certain Other Defened Income. I
hereby certify underpenalty of perjury that this information is true and accurate to the best of my knowledge.

Signature

Mail the original application (do not fax) to:

Nationwide Retirement Solutions
P.O. Box 182797
Cof umbus,  OH 432 a8-2797

OR

Overnight mail to:

Nationwide Retirement Solutions
5900 Parkwood Place
Dub l i n ,  OH 4301ó

Date

t 4



summary aoÀ$) - specialrax Notice Regarding plan payments

This is a summary of the provisions of the model
Section 402(f) notice issued by the Internal Revenue
Service in Notice 2002-3 and explains how you can
continue to defer federal income tax on your retirement
savrngs in the State of California Savings plus program
(the "Plan") and contains important information you
will need bef'ore you decide how to receive your plan
benefits. A copy of the model Section 402(f) notice will
be provided to you upon request without charge. If you
would like a copy of the model 402(f) notice or have ad_
ditional questions after reading this summary, you can
contact your Plan Administrator at (866) 566_47jj.

This surnmary is provided to you by the State of Cali_
fornia Department of Personnel Administration, Savings
PIus Program (your "Plan Administrator,,) because all
or part of the payment that you will soon receive from
tlie Plan rnay be eligible for rollover by you or your
Plan Administrator to a traditional or Roth IRA or an
eligible employer plan. A rollover is a payment by you
or the Plan Administrator of all or part of your benefit
to anolher plan or to a traditional IRA that allows you
to continue to postpone taxation of that benefit until
it is paid to you. Your payment cannot be rolled over
to a SIMPLE IRA or a Coverdell Education Savings
Account (formerly known as an education IRA). An
"eligible employer plan" includes a plan qualified under
Section 401(a) of the Internal Revenue Code, including
a 401(k) plan, profirsharing plan, defined benefit plan,
stock bonus plan, and money purchase plan; a Section
403(a) annuity plan; a Secrion 403(b) Tax-Sheltered An-
nuity; and an eligible Section 45j(b) plan mainrained by
a governmental employer (governmental 457 plan).

An eligible employer plan is not legally required to
accept a rollover. Before you decide to roll over your
payment to another employer plan, you should find out
whether the plan accepts rollovers and, if so, the types
of distributions it accepts as a rollover. you should also
find out about any documents that are required to be
completed before the receiving plan will accept a roll-
over. Even if a plan accepts rollovers, it might not accept
rollovers of certain types of distributions, such as after-
tax amounts. If this is the case, and your distribution
includes after-tax amounts, you may wish instead to roll
your distribution over to a traditional or Roth IRA or
split your rollover amount between the employer plan
in which you will participate and a traditional or Roth
IRA. If an employer plan accepts your rollover, the plan

may restrict subsequent distributions of the rollover
amount or may require your spouse's consent for any
subsequent distribution. A subsequent distribution from
the plan that accepts your rollover may also be subject
to different tax treatment than distributions frorn this
Plan. Check with the administrator of the plan that is to
recetve your rollover prior to making the rollover.

There are two ways you may be able to receive
a Plan payment that is eligible for rollover:
(l) Certain payments can be made directly to a tradi-

tional or Roth IRA that you
establish or to an eligible employer plan that accepts
it and holds it for your benefit
("DIRECT ROLLOVER") ; or

(2)The payment can be PAID TO yOU.

l f  you choose a DIRECT ROLLOVER:
. You choose whether your payment will be made

directly to your traditional or Roth IRA or to an
eligible ernployer plan that accepts your rollover. your
payment cannot be rolled over to a SIMpLE IRA or a
Coverdell Education Savings Account because these
are not traditional or Roth IRAs.

. Your payment will not be taxed in the current year
and no income tax will be withheld, if you roll over
the payment to a traditional IRA or an eligible em_
ployer plan. It will be taxed later when you take it out
of the traditional IRA or the eligible employer plan.
Depending on the type of plan, the later distribu-
tion may be subject to different tax treatment than it
would be if you received a taxable distribution from
this Plan.

. Your payment can be rolled over directly to a Roth
IRA if your modified adjusted gross income for Roth
IRA purposes is not more than $100,000 and you are
not a married individual filing a separate return. you
must include in your gross income distributions from
a qualified retirement plan that you would have had to
include in income if you had not rolled them over to
a Roth IRA. You do not include in gross income any
part of a payment from a qualified retirement plan
that is a return of contributions to the plan that were
taxable to you when paid. In addition, the I\Vo tax on
early distributions does not apply. No income tax will
be withheld from your distribution.
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l f  you choose to have a Plan payment that is
el igible for rol lover PAID TO YOU:

. You will r-eceive only 807c of the taxable amount
of the payment, because the Plan Administrator is
required to withhold 20Va of that amounr and send it
to the IRS as income tax withholding to be credited
against your taxes.

The taxable amount of your payment will be taxed in
the current year unless you roll it over to a traditional
IRA or eligible employer plan. Under limited cir-
cumstances, you may be able to use special tax rules
that could reduce the tax you owe. However, if you
receive the payment before age 59Y2, you nray have to
pay an additional l07o tax.

You can roll over all or part of tlie payment by
paying it to your traditional or Roth IRA or to an
eligible employer plan that accepts your rollover
within 60 days after you receive the payr-nent. The
amount rolled over will not be taxed until you take
it out of the traditional IRA or the eligible ernployer
plan, however, if you roll the payment to a Roth lRA.
it is stil l taxable in the current year.

. If you want to roll over 1007o of the payment to a
traditional IRA or an eligible employer plan, you
must replace the 207a of the taxable portion that
was withheld. If you roll over only rhe 80Vo that you
received, you wi l l  be taxed on the 20Tothatwas
withheld and that is not rolled over.

Your Right to Waive the 30-Day Notice Period

Generally, neither a direct rollover nor a payment can
be made from the plan until at least 30 days after your
receipt of this sumlnary. Thus, after receiving this surn-
mary, you have at least 30 days to consider whether or
not to have your withdrawal directly rolled over. If you
do not wish to wait until this 30-day notice period ends
before your election is processed, you may waive the
notice period by signing the payout election form. Your
withdrawaI will then be processed in accordance with
your election as soon as practical after it is received by
the Plan Administrator.

l 6



f f you are receiving a periodic payment from your
Iretirernent plan that is not consiclered an eligible
rollover distribution, it will be subject to federal income
tax withholding unless you elect not to have withholding
apply. Withholding will apply only to the portion
of your distribution or withdrawal payment that is
considered income and, therefore, subiect to federal
income tax.

You may elect not to have withholding apply to your
distribution or withdrawal payments by properly com-
pleting, signing, dating, and returning to your plan
administrator a Form W-4P V/ithholding Certificate for
Pension or Annuity Payments. Your election will remain
in effect until you change or revoke it. You may change
or revoke your election at any time by returning another
completed, signed, and dated Form W-4P to your plan
administrator. Any election or revocation will be effec-
tive no later than thirty (30) days after receipt. You may
make and revoke your withholding elections as often as
you wish. Additional W-4P forms may be obtained from
your plan adrninistrator.

Section 3405 Notice of Special Rules for
Pensions, Annuit ies, and Certain

Other Deferred lncome

If you have not properly filed with your plan admin-
istrator a Form W-4P, then fèderal income tax will be
withheld from the taxable portion of your distribution or
withdrawal payments based on a lìl ing status of married,
claiming three withholding allowances.

If you elect not to have withholding apply to your
distribution or withdrawal payments, or if you do not
have enough federal income tax withheld from your
distribution or withdrawal payrnents, you may be
responsible for payment of estimated tax. You may incur
penalties under the estimated tax rules if your withhold-
ing and estimated tax payments are not sufficient.

l 7
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Savings Plus Program

Direct Deposit Form
Please read the information and instructions on the reverse side before completing this form.

Last Name. First Name. MI Social Security Number (SSN)

Mailing Address Date of Birth (mm/dd lyyyy )

Citv. State. ZIP Code Daytime Telephone Nurnber

( )

Privacy Statement: The Information Practices Act of 1977 (Civit Code Section 1798.17) ancl the fèderal Privacy Act (public Law 93-579) require thar this notice l¡e
provided when collecting personaÌ information fionl individuals. Intbrmation requested on this form is usecl by the Savings Plus Prograr¡ for purposes of identifica-
tion and account processing. You must furnish all the information requested on this forrn. Failure to provide the inf'ormation may result in the action requested not
being processed.

fl 401(k) Thrift Plan L-l 451 Deferred Comoensation Plan

If any of the required information on the direct deposit section is incomplete, invalid or not provided, you will be mailed a check.

n New/Change Direct Deposit

n Cancel Direct Deposit

Account Type: n Checking (Attach a voided check.) ! Savings

ACH Routing Number(e digits) f III! f f II
Accounr Number- (Not to exceed 17 digits) IITIIII I ITIIII I I I

i
t .
l

l

Name of Financial Institution

Street Address

City, State, ZIP Code

I authorize the Savings Plus Program to make direct deposits to the account identified above effective immediately. I understand that
changes may take up to 45 days to become effective. I understand that the State of California has the authority to approve or reject this
request. I hereby certify under penalty of perjury that the information on this form is true and accurate to the best of my knowledge.

Signature

l-
I

NRw-il97C4.r (04/08) t 9

Date

State of California



You may choose to have your funds electronically transfen'ed to your financial institution. Direct deposit is ayailable lor
direct payrlents and periodic payments. There is no fee fbr the electronic transfer. You may choose only one financial in-
st i tut ion for direct deposit .  I f  you choose a supplemental  dist l ibut ion, your supplemental  payment wi l l  be electronical ly
transferred to the financial institution of record. Submission of a new Direct Deposit Form will override any previous
direct deposit information on file. Please note that any tirne you select a direct paymeut or change your periodic pay-
ments you must complete and subrnit a new Direct Deposit Fonn with your Benefit Payment Applicatio¡. If you change
financial institutions ot need to change your account nunrber or the autonrated clearinghouse (ACH) routing number ol
your current financial institution of record, you mLISt complete a new Direct Deposit Form. This change may take up to
45 days to become effèctive.

SECTION l-Participant Information

Complete the information requested.

SECTION II-Plan Type

Check the plan(s) for which you are requesting a direct cleposit. Check all boxes that apply.

SECTION III-Account Inf'ormation

Check New/Change Direct Deposit if this direct deposit fbrm establishes or changes an existing direct deposit.
Check Cancel Direct Deposit il 'you n<t lottger ivish to rcceive a clirect deposit, A check will be lnailed to your acldress
of record. A $2.00 check processing fee will be deducted from each payrnent.

Include the nine-digit ACH routing nutnbeland your accoullt number fbr your financial institution. Attach a voided
check f-or an electl'onic fund transfèr to your checking account. For an electronic fund transfer to savings, verify the
ACH routing number with your financial institutiou.

Provide the name and mailing addrcss of your financial institutlon.

SECTION IV-Participant Certification

Read carefully, sign, and date the form.

Mail the original form (do not fax) to:
Nationwide Retirement Solutions
P.O. Box 182797
Colunrbus, OH 43218-27 97

OR

Overnight mail to:
Nationwide Retirement Solutions
5900 Parkwood Place
Dubl in,  OH 43016

Voice Response System:

Customer Service:

Office:

TTY:

Web site:

(866) 566-4711, 24 hours a day, 7 days a week

(866) 566-4777,8:30 a.m.-4:00 p.m. (PT),  Monday-Friday
To speak with a customer service representative, press x0.

8:00 a.m.- 4:30 p.m. (PT), Monday-Friday

(800) 848-0833

www.sppforu.cotll



Uniform Lifetime Table
use this table if you are age70t/z or older to determine your life expectancy

for Required Minimum Distr ibur ions.

Age on Dec. 3l Distribution Period
(years )

Age on Dec. 3I Distribution Period
6'ears)

70 21.4 93 9.6

t 1 26.5 94 o l
/ . 1

72 25.6 95 8.6

73 24.7 96 8 . 1

74 23.8 o? 7.6

75 22.9 98

t6 22.0 99 6.7

77 2r.2 r00 o . J

78 20.3 10t 5.9

79 r9.5 t02 5.5

80 t8.1 r03 5.2

8 1 r1.9 104 4.9

82 t1.1 105 4.5

83 16.3 106 4.2

84 15.5 101 3.9

85 14.8 r08 3.1

86 14.l 109 3.4

8l 12,  ̂ l l 0 3 .1

88 12.1 111 2.9

89 t 2 .0 I t 2 2.6

90 11.4 113 2.4

9 1 r0.8 It4 2.1

92 r0.2 115+ r.9

Some of the information in this table was obtained from Internal Revenue Service Publication 590 (rev. January 2001:,.

2 l
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State of California
Savings Plus Program

AII info rmatio n c o ntøine d

in this booklet wøs current

as of the print date. The PIan
reserves the right to amend

any ofthe procedures orplan
provisíons øs outlined in this

booklet or in the PIan Document.

Such chønges møy be enacted

without prior announcement or

the express consent or

agreement of plan pørticipants.

The PIan Documentwill
govern if any contradi.ctíon

arises between the terms of the

PIan Document ønd this booklet.

457 Deferred
Compensat¡on Plan

TRADITIONAL
CATCH.UP
BOOKLET

our decisions regarding participation in the Traditional Catch-Up
provision of your 457 Defened Compensation Plan (457 Plan)

may be complex. The Traditional Catch-Up provision is only applicable
to the 457 Plan. The Savings Plus Program (Savings Plus) can't provide
tax advice. Therefore, you may wish to obtain the advice of a tax
advisor before submitting this request.

This booklet contains the following information for your use:

. Important Information to Consider Before Submitting Your Request

. Eligibility and Participation Requirements

. Program Requirements

. Information and Instructions

. Traditional Catch-Up Application

NRM-4 r20CA2 (0?J09) St¿te of Califomia



lmportant Information to Consider Before SubmittingYour Request

The Economic Growth and Täx Relief Reconciliation Act
(EGTRRA) became law on January 1,2002. EGTRRA
increased contribution limits, repealed the coordination
limits between the 457 plan and the 401(k)1403(b) plans,
and added an Age-Based Contribution for participants
age 50 and older.
. Coordination limits eliminated between plans-For the

457 plan and the 40I(k)1403(b) plans you can defer up to
the maximum annual contribution limit to both plans.

. Age-Based Contribution-Employees age 50 or older
may increase their annual contribution on an incremental
basis. You aren't permitted to participate in Age-Based
Contribution and Traditional Catch-Up to your 457 plan
at the same time. However, you're permitted to make
Age-Based Contributions to your 401(k)/403(b) plans
and participate in Traditional Catch-Up to your 457 plan
at the same time (see "Program Requirements" on
page 3).

lfyou have questions, call (866) 566-4777 and press *0 to reach a customer service representative,
Monday-Friday, 8:30 a.m.-4:00 p.m. (PT).

Tax Year
401(ky403(b)
Annual Limit

457 Annual
Limit

401(k)i403(b)
Age-Based Limit

457 Age-Based
Limit ,'; ,ï# j

2009 $16,500 $16,500 $5,500 $s,500

2010-2011 The dollar amount is reviewed annually and may increase depending on inflation. See the Web site
for more information.

Eligibility and Participation Requirements

You may participate in Traditional Catch-Up during the
last three years PRIOR to your normal retirement age.
Your normal retirement age is between age 50 and70Vz.

You must also be an employee of the State of California or

the California State University System with eligibility
for CaIPERS, the Legislators' Retirement System, or
the Judges' Retirement System, and you were eligible
to contribute to the 457 plan in prior years.

¡
T :
t .
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Program Requirements

You may contribute up to twice the 45'7 annual limit if
you're eligible for Traditional Catch-Up as long as

the Traditional Catch-Up portion doesn't exceed
the amount you under contributed to all plans in
prior years.

Tax Year

20t0-2011

If you separate from service while participating in

Traditional Catch-Up your lump sum separation pay

may be deferred as a Catch-Up deferral. To qualify,

complete a "Request to Transfer Lump Sum"
application available under forms and publications
at www.sppforu.com and attach a copy of your

457 Traditional Catch-Up Worksheet (SPP-457CW).

In determining the period of underutilization, you

may only count the period employed by the State of

California.

You may use the Traditional Catch-Up provision only

once, for a duration of three consecutive calendar years.

,
. i

The chart below shows the 457 annual contribution limit by
year using the Traditional Catch-Up provision.

2009

The dollar amount is reviewed annually and may increase depending on inflation. See the

Web site for more information.

Exception: Participants who are participating in Tradi-

tional Catch-Up and are called to duty in the United States

military service may extend the three-calendar-year period

by the duration of their military leave service.

. If your request is approved, you're permitted to stop and
start deferrals throughout the tax year. However, your

deferrals must not exceed the limit authorized during
the Traditional Catch-Up period. If you stop and start
deferrals, the Traditional Catch-Up period wlll not be
extended.

It's your responsibility to change your deferrals to comply
with the contribution limits when the Traditional Catch-Up
period has expired.

ForAnnual Contribution Limits by Plans See Page 5. 4



r
Allow up to 45 days for your request to be processed. Don't
change your deferral amount while this application is being
processed. Savings Plus will notify you whether or not your
request has been approved. If approved, Savings Plus will
initiate the change to your deferral amount for Year One.

If your annual contribution amount changes after the first
year, you're responsible for making the deferral change.
You're also responsible for checking your deferral amount at
least once each year.

l*
¡ .
I
j

i

SECTION I-Participant Information
Complete all information requested. To determine
your normal retirement age refer to Eligibility and
Participation Requirements on page2. Failure to provide
this information will delay the processing of your request.

SECTION ll-Payroll Information
A. Check the number of years you want to participate in

Traditional Catch-Up.

B. Check whether you are paid monthly or semimonthly.
Check one box only.

C. Check if your transfer of lump sum separation pay
will be funding your Catch-Up.

D. Check which payroll office issues your payroll
warrant/check. Check one box only.

SECTION lll-Underutilized Contributions
. You must attach your W-2 wage and tax statement to

prove you didn't contribute or maximize the annual
plan limits. If you fail to provide your W-2, your
application will be rejected.

. Column A-List all prior years (while employed by
the State of California) you were eligible to contribute
to the State's 457 Plan and didn't contribute or
maximize the annual plan limits.

Column B-List your compensation from your W-2 for
tax years 1979 -2001.

Column C-Use the Plan Limits chart on page 5 to
enter the 457 Plan limit for each tax year.

Column D.l-List the amount you contributed to
the 457 Plan for each tax year.

Column D.2-List the amount you contributed to
401(k)/403(b) for tax years prior to 2002 OnIy.

Column E-For tax years 1979 - 2001- Add column
D.l and D.2. then subtract the total from column C.
Enter the result if greater than zero.

For tax years 2002 - current - take column C and
subtract column D.l from column C and enter the
result in column E.

SECTION IV-Participant Certifi cation

Read carefully, sign, and date the form.

Mail form to:
Savings Plus Program
Attn: Traditional Catch-Up Processing Unit
1800 15th Street
Sacramento CA 9581 1-6614

Fax: (916) 327-1885

t '
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Maximum limit is the lesser of 33 1137o of
compensation or $7,500

N/A-1979-r986
1987 limit was $7,000
I 988 limit was $7,3 13

Same as above
Maximum limit is the lesser of 201o of
compensation or S'7,627

Maximum limit is the lesser of 207o of
compensation or $7,979

Maximum limit is the lesser of 207o of
compensation or $8,475

Maximum limit is the lesser of 20Vo of
compensation or $8,728

Maximum limit is the lesser of 207o of
compensation or $8,994

Maximum limit is the lesser of 207o of
compensation or $9,240

Maximum limit is the lesser of 20Vo of
compensation or $9,500

Maximum limit is the lesser of 33 Il3Vo of
compensation or $8,000

Maximum limit is the lesser of 257o of
compensation or $ 1 0,000

Maximum limit is the lesser o125Vo of
compensation or $ 1 0,500

Maximum limit is the lesser of 33 Il37o of
compensation or $8,500

Maximum limit is the lesser of 257o of
compensation or $ 10,500

Maximum limit is the lesser of l00Vo of
compensation or $1 1,000 ($1 2,000-50+)

Maximum limit is the lesser of l00%o of
compensation or $1 1,000 ($1 2,00G-50+)

Maximum limit is the lesser of 100V0 of
compensation or $12,000 ($14,000-50+)

Maximum limit is the lesser of l0Ù7o of
compensation or $ 12,000 ($14,000-50+)

Maximum limit is the lesser of l00Vo of
compensation or $13,000 ($16,00G-50+)

Maximum limit is the lesser of 100Vo of
compensation or $ 13,000 ($16,00G-50+)

Maximum limit is the lesser of 1007o of
compensation or $14,000 ($l 8,000-50+)

Maximum limit is the lesser of l007o of
compensation or $ 14,000 ($ 1 8,00G-50+)

Maximum limit is the lesser of ljQ%o of
compensation or $ I 5,000 ($20,@0-50+)

Maximum limit is the lesser of 100Vo of
compensation or $ I 5,0@ ($20,00G-50+)

Maximum limit is the lesser of l00Vo of
compensation or $ 15,500 ($20,500-50+)

Maximum limit is the lesser of 100% of
compensation or $15,500 ($20,500-50+)

Maximum limit is the lesser of 1007o of
compensation or $15,500 ($20,50G-50+)

Maximum limit is the lesser of 1.007o of
compensation or $15,500 ($20,50G-50+)

Maximum limit is the lesser of 100% of
compensation or $16,500 ($22,@0-50+)

Maximum limit is the lesser of l00Vo of
compensation or $16,500 ($22,000-50+)

1979-t988

1994-t995

r996-1997

1 998- 1 999

200'1

For purposes of determining the under
and,457 plans from all your employers.
compensation limit.

Plan Limits

Maximum limit is the maximum
allowed for the 457 Plan

Same as above

Same as above

Same as above

Same as above

Same as above

Same as above

Same as above

Same as above

Same as above

Maximum limit for both plans up
to $22,000 ($24,000-50+)

Maximum limit for both plans up
to $24,000 ($28,000-50+)

Maximum limit for both plans up
to $26,000 ($32,000-50+)

Maximum limit for both plans up
to $28,000 ($36,000-50+)

Maximum limit fo¡ both plans up
to $30,000 ($40,000-50+)

Maximum limit for both plans up
to $31,000 ($41,00G-50+

Maximum limit for both plans up
to $31,000 ($41,000-50+)

Maximum limit for both plans up
to $33,000 ($44,000-50+)

utilized amount for years prior to 2002, you must coordinate the annual limits between the 401(k)/403(b),
Your employee deferrals and your employer contributions combined may not exceed the percentage-of-

5
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Savings Plus Program

457 Deferred Compensation Plan

Traditional Catch-Up Application
Please read the information and instructions on the previous pages before completing this application.

Allow up to 45 days for this application to be processed.

Last Name. First Name. MI Social Security Number (SSN)

Mailins Address Date of Birth (mrnldd/yyyy)

City, State, ZIP Code Daytime Telephone Number

Privacy Statement: The Information Practices Act of 1977 (Civil Code Section 1798. 17) and the federal Privacy Act (Public Law 93-579) require that this notice
be provided when collecting personal information from individuals. lnformation requested on this form is used by the Savings Plus Program for purposes of iden-
tification and account processing. You must fumish all the information requested on this form. Failure to provide the information may result in the action requested
not being processed.

A. The number of years you want to participate in Traditional Catch-Up:

B. Pay frequency (check one box only): E Monthly E Semi-monthly

D. Payroll warranlcheck issued by (check one box only):

E One ! Two ! Three (maximum allowed)

C. n Transfer lump sum funding Catch-Up
Retirement Date:

! Assembly Rules Committee

n Joint Legislative Budget Committee

j

i l
f i

n State Controller's Office
n Cnnentarkering Council

! District Agricultural Assoc. (Fairs)

! Senate Rules Committee

LJ California Exposition

Note: Checktng the incorrect payroll office may delay the processing of this application.

E
Annual

Allowable Amount
Nof Contributed

You must attach copies of \{-2s.

I request participation in the Traditional Catch-Up provision in accordance with the Plan Document, Internal Revenue Code, and the information
provided above. I understand that it is my responsibility to ensure conformance with all requirements ofthis provision. I understand that the State of
California has the authority to approve or reject this request. I hereby certify under penalty of perjury that the information on this form is true and
accurate to the best of my knowledge.

Signature

NRM-4 | 20C4.2 (020e)

B
Compensation

(Only used for tax years
prior to 2002.)

c
457

Annual
Limit

D.1
457

Actual Annual
Amount Contributed

D.2
401(k)/403(b)
Actual Annual

Amount Contributed
(Only used for tax years

prior to 2002.)

Date

State of California



State of Cal i fornia
Savings Plus Program

REQUEST
TOTRANSFER
LUMP.SUM
SEPARAT¡CIN PAY
BOOKLET

oLrr c lecisious regarcl i rrg thc. t l t r rsfer of  lunl l l -suur
separatrorr pay to your Savings Plus Program (Savings

Plr-rs) accor-rnt(s) x ' i l l  ha., ,e f inancial  consequences as r i ,el l  as
income tar impl icat iol ts.  Therefore. you may wish to obtain
the aclvice of a tax advisor bef'ore you request a transfer.

This booklet contains illf-onration atrd several fomrs for your
use in t l ie transfer of your lump-sum seltaration pay. Enclosed
are the f 'ol lorving itel-ns:

. Request to Transfer Lurnp-Sum Separation Pay Application

. Lurlp-Suru Separation Pay Tralisfèr Enrolllnent Agreen-ient

All infb rntu I i t¡ tt t' o tt tu i tt a d i tt
tltis ltoolilet x,0s (urrenÍ us
o.f the print duta. Tltt Plun

resen,es tlte rigltt Í.t¡ untr;nd
QnJt o.f'tlle pt't¡ccduras r¡r

plan provisiotts us t¡uflined
in this boolrlet or the Plan
D ocu ment. Su c' h c hu nges

ma-t 'b¿ enoctct l  wiÍhout lrr i(rr
anru)utrcetne,tÍ  0r

tlte express consenf 0r
QgreanrctrÍ 0.f plun

porticiptt rxts. Tha Pla n
Document y,ill govarn if'un-t,
contratliction arises bafit,een

the terms o.f tlte

Plun Docuntctt l

und tltis booklet.

NRM-4074 CA.3 (7/09) Sta te  o f  Ca l i fo rn ia
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Savinss Plus Program

R"quest to Transfer Lump-Sum
Separation Pay Application

Please read the information and instruct ions in this bool<let before complet ing rhis appl icar ion.
This form must be received in your personnel of f ice at least 5 business days

prior to your separat ion date.

Last Narne. First Name. Ml Separation Date (nrm/dd I yyyy)

I)avt ime lelephone Nr.r lnbel '

( )

lcqucslecl  not  bcing ¡r roccssed.

A. Specify the dollal anrount(s) in total that you wil l have contributed this year fionr your pav waffants by the type of plan. not
including the lunrp-sunr separation pay that you r,r, islr to contr-ibute:

401 (k)  S _ 40i  ( t r )  $  4. t7 5 i_

B.  Speci fy  t l ie  dol lar  arnount(s)  to  be defèrred to the p lans belou, f iorn your  lump-suur separat ion pay:

i l you have a a01(k) or457 account, your lump-sum separation pay wil l post to tl ie allocation on record. If no allocation on record
exists. your lump-surn separation pay wil l post to the Asset Allocation Index Fund Moderate. You rnay change your allocation at
any time orexchange all ora portion of your-funds to other iuvestnleut option(s) offèred tluough Savings Plus. Funds'fàct sheet/
prospectus are available on the Savings Plus Web site (wrvrv.sppforu.com).

I reqtrest a transfèr of lump-suut sepalation pay be made in accordance rvitli the PIan Docuurent, Internal llat,enue Code, and nt-v
election above. I take full responsibil i ty for providing these instl-uctions and understand the temrs and conditions of defèrring all or
a portion of my lunip-suru separation pay. If applicable, I have attached a copy of my approved Savings Plus catch-up worksheet. I
understand that the State of California has the authority to approve or reject this request. I hereby certify undel penalty of per-jurv that
the intbmlation on this fomt is true and accurate to the best of nly lcrorvledse.

Signature Date

PERSONNEL OFFICE USE ONLY-Refel to SCO Pclsonnel Lettels appl icable to Lurnp-Surn Pay 1'ol instruct ions on cornplet ing the
sepat'at iou PAR. Attach this request with a copy of the separation PAR and, i f  appl icable, the apploved Savings PIus carch-up wor-ksheet t ì .orn
the employee. Retain a copy rvith the ernployee f i le. Do not subrnit  a copy to Savings Plus.

Signature

NRM-4074CA.4 (7/09)

Socia l  Secur i ty  Nunrber  (SSN.¡

40 | (k) Amount 403(b) Amount 457 Amount

Tax Year_

Tax Year_

$

s
Tax Year_

Tax Year_

$

s
Tax Year_

Tax Yeal'

$_

s_

Date

Sta te  o f  Ca l i fo rn ia



I ' o  the  cxrcn t  penn i t t . . c l  [ r ¡ ' l èc lc - r 'a l  a r ìd  s t¿ ì te  la r i . .  cnr ¡ t lovc-es
\\rho separate f ioni ernplovnient u' l to are ot l ìct\ \ / ise el isible tcr
¡ ¡ i l '  , r "  ' 1 ,  ' i l '  r  a c a t i o l t  a n c l  o r  ¿ r r l t u a l  l e a i  e  h a l a i r c c  l l a v
t lanstcr a cicsisnatecl autoul l t  h-om their luurp-surrr separ.at ion

l )a \ ,  !n to  an  t - r i s t ins  , l ( l  l ( f : )  40- l (b )  a l l c l  J .5?  l t lan  acco '_ rnr .

Ybu Inus t  suLr rn i t  a  u , r i t te r l  reqLres t  [ ( )  \ ,oL t r  enrp lo ¡ ,s ¡  a t  leas t
f i r 'e  bus iness  days  pr io r  to  1 ,6 , t t '  f ina l  day  o f 'e rnpk ly rnent .
1 - l i c  Rec l r r t ' s t  to  Trans fèr  Lump-Suur  Separa t ion  Pa1 '
App l ica t ion  r .nay  be  uscd fb r  th is  purpose.  Do l ro t  send th is
fo rm to  Sav ings  P lus .

You must be enrol led fbr-at least orle pav periocl prior to ) 'rrur
separa t ion  da te  in  a  a1 l (k )1403(b)  and 457 p lan .
a l though yoLr  don ' t  have to  be  cont r ibu t ing  pr i r r r  to  separa t io r ì .
Sav ings  P lL rs  admin is te rs  the  401(k )  and 457 p lans .  I f  you
dorr ' t  l rave a 401(k) andror a 457 plan accouur alreacly
es ta l r l i shec l .  re fÞr  to  the  a t tached I  r r r r rp -Sr rnr  Se¡ rar -a t ion  Pav
Trans fèr  Enro l ìn ten t  Asreement  inc lL rded in  th is  book le t .

I l ' r ,ou  sc¡ ra la tc  o r l  o l  a t tc r  Nor ,c l l tbe  r  l s l  vor - r  l l rav  bc  e  l ig ib le  t t t
de fer  a  p ( ) r t i ( )n  o f ' \ ' our  lear ,e  c red i ts  ìn to  a  40  l (k ) r403(b)  and
4-5? n lan  f ì r r  t l re  cur ' fen Ì  lu td  l i r l l ou ' ins  tax  veat ' s  ldenc .nd i l l { . t  o ¡ r
t l ie  tax  vear  i l l  u 'h ich  the  pavn ien t  i s  n tade to  you) .  up  to  t l ìe
an¡ rua  I  n ra I  rn lun l  ¡ , . r r . r t l ' i L r r - r t ion  I  in l  i t .

I f  voLr  c 'xceec l  tha t  l in l i t .  t l re  excess  an loL ln t  and any  ean l ings  \ \ ' i l l
be refLrncled to you. Contacr vour personnel/berrefìts off ice fbr
in fo rn la t ion  o l l  any  app l icab le  mandatory  taxes  or  deduc t ions
fì 'ont ¡ '6¡¡¡ lunrp-sunr separt iol l  pay or i f  1,ou need assistance
cleternrining 1. 'our f ìnal pay.

Use the  tab le  be lou ,  to  ca lcL l la te  vour  annua l  conr r ibu t ion .  YbLr
nra¡, be el igible to use t l ìe 4,57 Plan Tradit ional Catch-Up fèature
to increase vour lurnp sum contr ibution options in the year yoLr
ret ire. and in the f 'ol lou' i l1g tax year ( i f  you separate on or after-
November l").  This lèature al lou,s you to clefer up to trvice the
a l l r rua Ic -o l r t t - ihu t io l t  a r r lo rn t l .  For  n to re  ln t 'o rn ra t io l r  re fè1 . to  r l le
Trac l i t iona l  Catch-Up Boc lk le r .  I f  approved you r l tus t  submi t
your Savin_es Plus Catch-Up u,orksheet along rvith the Lr-rnrp
Sunr Application to -vour per-sonnel of lrce.

Annua l
Co r ¡ l  r i bu l i on  [ , i r n i t ' 1

$  1 6 , s 0 0

,¡\tr ttrral

C o n l r i b u t i o n  L i n l i t

$  1 6 , 5 0 0

Áge-Based
( orr l  l ibr¡ t iorr  l - i r ì ì i t  i "?

s  5 ,50c

Age-Based
(  o r r I  r i l l u l i nn  L i n r i ( ' : - '

$s,500

n I U i t

Combinet l
Total

$-r+,0002009

2 0 1 0 - 2 0 r  I Thc c l t ¡ l lar  ûrr ' ìout l t  is  rcv icrvccl  ¿t¡ lnual lv  arrc l  rn l ¡ '  incrc l lsc depcnt l ing orr  i ¡ r f lat io¡1.  Scc \ \ ¡cb s i tc  l ì l
more inf 'o¡¡ t rat ion

t ' r 'Age-Based Cont r ibu t io l r  Em¡ t loyees  age -5 ( )  o ro lde l  l r rav  i l l c ¡ease t l re i ra ¡ l rua l  co l l t r ihu t lo l r  u t )  to  u1¡s  a t ì lou t ì l .

5IrC' f  ION I -Par t ic ipant  In format ion
Cor.nplete all the infbrmation requested. Include your
separation date.

SECTION I I -Contr ibut ion Informat ion

A.  Conrplete t l i is  sect ion i f  you 've contr ibr¡ ted to a
40 l(k)taO3(b) and 457 plan in the cun'ent tax year. If you
haven' t  contr ibuted to a 401(ky403(b)  and 457 p lan in  th is
tax year, leave this section blank. When calculating your'
contribution, include tl ie deferral from yout last pay w,ar-
rant eveu if you're paid a partial lnonth. If your
retirenlent date is in December. your pa)/ watratlt nla)/ be
issued in December. Contact your personl)el/benefits office
if you have questions about when your salary ancl,'or-
lunrp-sunr paynìelìt wil l be issued.

B. Enter the amount to be transferred from your lurnp-suru
separation pay and designate which plan(s) and the tax
year(s) to be credited. You must separate ou or afier

Novenrber lst to defèr inlo the next tax year'. If you have a
40 l (k) or a 451 accounr. vour luntp-surn sepalation pay, rvil l
post to the allocation ou record. lf no allocation olr record
exists .  your  lump-sunr separat ion pay wi l l  post  to  the Asset
Allc¡cation Index Fund-Moderate. lbu ntay change your.
allocation or erchange your fincls at anv time by plione at
(866)  566-4777 or  on the Savings Ph-rs Web s i te
(x,u,tr.s¡tp.fbru.cont). If y. 'ou have a a03(b) accounr. cot)tac1
vour persol'ulelibenefi ts offi ce.

Section III-Investlnent Infornration

Read carefirl ly.

SECTION I \ ' -Par t ic ipant  Ccr t i f i  cat io¡r

Sign and date the l 'onn. Returrl this fornt to vour persolìl lel
ollìce at least f ive business days prior to your last day of
ernploynrent. Do not send this form to Savings Plus.

Refèrences to the tax-sheltered an-r.ruity (TSAi4O3[b]) are included as information only. Contact your perso¡¡el office
or benefits office for more informatiorì.



Please read the
401 ( l<)  and/o¡-

Savings Plus Progranr

Lu m p-Surn Separation Pr)r Transfer
Enrol lment  Agreement

in format ion and inst ruct ions on rhe next  page before cornplet ing chis  agreement .
^  AE1  ̂ t ' ^  - -  - ^ * ^ r ^ - ^  -L ' -  f o ¡ -m  anc i  f ax  o ¡ ' n ra i l  l r  r o  Na r i onw ided  a J  t  P t 4 t  |  4 L L U U ¡ r L !  / U U  i l  r U ) L  L U r  r r P r g L €  L r  i l )

You must  be enrol led at  least  one pay per iod pr ior  to  your  separat ion date.

l f  you DO NOT have a
Recir-ement Solut ions.

Last  Name- Fi rs t  Name. Ml Socia l  Secur i ty  Nunrber  (SSN)

Ìvlail ing Address

Ci ty .  State.  ZIP Code

lequested not bcing processe(L

A. I  e lect  to  enlo l l  in  the l ì r lkru ' ing:  LJ 40 l (k)  Thr i f i  P lan ( -10 l l i l  PIan.)

Note: Yott niay enroll in eit l ier or both plans.

B.  Pay f requency (c l reck one bor  only) :  n  N4ont l i ly  n Serni - l r lonth ly ,

C. Payroll u,an-aut/clieck issued by (check one box only):

[J  +-¡ l  Dctèr lcd Conrpcusar io l  P lan ( . { -57 Plan)

D State Contro l ler 's  Of f ice

E ClPa¡varketing Council

!  D i r t r i c t  Ag l i cu l tu la l  Assoc .  (Fa i l s )

f ì  Senate  Ru les  Comnrr r ree

Assenib lv  Rules Conunrt tee

.loint Legislative Budget Corlrurittee

!
x

L-J Califomia Expositior.r

y'y'or¿.'Checking the incorrect payroll ¡ffìce rnay clelay the processing ol'thrs agr-eeurent

This agreernent  in i t ia tes the process tbr-enro l l ing in  a 401(k)  Plan and¿or-a 4- í7 Plan rv i th  Savings Plus.  Subrni t t ing the fbrnr
author izes Savings Plus to establ ish an account  fbr  ycru.  You nrust  be enrol led af  least  oue pay per iod pr ior  to  1,our  separat ion
date.

} b u r l t r n r p - s t t n l s e p a r a t i o I l p a v t r a r r s l . e r t r i l l ¡ r t l s t t 0 t h c , 4 . s s e t A l l o c a t i o r t I r l t l e r l l l l d -
at  any t inre or  exchange a l l  or  a por t ion ofyour  tunds to othel  investment  opt ion(s)  ot fe led through Savings Plus.

I  author ize rny employer to reduce rny salar-v  by the amor-rnt  on n l ) ,  appl icat ion u ' l i ich u ' i l l  be credi ted to my 401(k)  ancl ioL 457 Plan.  I
understand that it is nry respcrnsibil i tv to obt' in and read a cop-v- of the fàct sheetsipr-ospectus that contains the fi.rnd's investment
ob.jectives. risks. charges. and erpenses. I am aware that infonuatiou regalding Savings Plns and a copy of the fact slieetsiprospectLrs
is available aI v,tt,tv'..s ppfo ru. co t1 r.

I agree to use Savings Plus electronic systerns to init iate account tlansactions. These electronic svsteurs u,i l l  lequire nre to fulrrisl i
information tlìat confimrs nry identity as the sole persou u,ho is ar¡tholized to access nly accourlt. I understand that the State of
Califonlia has the authority to appro\¿e ol leject t lr is request.

Signature

NRM-4074CA,4 (7/09)

Date of Birth (nrnt,dcl,rvyyy)

Date

Srate of  Cal i fornia



\ , ' o u r l r r t n p - s u l n s e p a r a t i t l n ¡ r i r v t I . a r t s f è r - r r ' i l l p o s t t o t h e A s S e t A l l o c a t i o n l n c l e x F t ¡ I l c | ' i V I c l c l e r a t e . \ ' c l t t t l l a v c h a n g e v o r a I | o c a t i c l n

a t  anY t i lne  or  e rc l ta r lsc  a l l  o r  a  l lo l t ion  o f  vour  funds  to  o ther  inves t rnent  op t ion(s )  t ¡ f - Í c red  th rou{ :h  Sar  ings  P lus .

Asset Al locat ion Index Fund-Moderate

lnvestment Objective: The Fund seeks a cornbination of current income and capital appreciation, rvitli a greater
enlpllasls otl appreclatlon.

To obtain addit ional infounation leview the fact sheetsiprosltectus ol.r the \\ 'eb site at
tr, t t , \ , . .s¡t l t l r tru.com or speak to a customer serl ice represeutative at (866) 566-4777 .

Information:

Past perfolrnance is no guaralltee of future results

t È ,
E

SECTION I -Part ic ipant  In fbrnrat ion

Complete the infonnatioll reqltestecl. Àtrl¿. Your cun-ellt
address r¡ust be on fi le rvith youl departrnental personnel
office because that address is u'here all Savinss Plus
nrate l ia ls  u ' i l l  f re  serr t .

SECTION I I -E¡u 'o l ln lent  In format ion

a.  Ci lec l i  a ì i  p lans iu  r i ' i r ic i r  ¡ , t ru  r i ' rs i r  ro cnlo l l .
B.  Check i f  you ' rc-  ¡ ra id nront l r lv  or  sern i -n lonth ly .  Check one

box only.

C. Cllecl< u'hich pa)'roll olTce issues your payroll warant/
check. Check one lrox onlv.

SECTION I I I - ¡ \u tonra t ic  Enro l l ¡nent

Read carefir l ly.

SECTION I \ , ' -Par t i c ipant  Cer t i f i  ca t ion

lìead careful ly, sign. and date the fonn.

Return f(rr ' t ì ì  to:

Nat ionu, ide  Ret i re r r re l i t  So lu t ions
l 'O l3ox lE)l9l

C lo lunrbus .  OH 432 1  8-27  97

Voice Resporjse Systerl . t

Cus tonrer  Ser - r ' i ce '

Oflìce houls:

TT\':

Fax :

Web s i te:

(866)  566-4777.24 houls a day.7 days a rveek
(866),só6-+l17.  8:30 a.nr . -4:00 p.m. (PT).  Monda¡, -Fr iday
To speal< rvith a customer service l 'epl'esentati\¡e. press +0.

lJ :00 a.m.-4:30 p.nr .  (PT).  l r4onday-Fr iday
(800 )  848 -0833
(81'7) 671-1329

tt'trt r,. s; p p f ò r u. t orn



All inþrmation contained in

this booklet wcts ctlrent as ol'

lhe printing cltttc. Tlte I>lun

A dnt i nis tr ctt or res erves th e r i gh t
lo umend ln-y of the procedure.s

or plan provisions outlinecl

in thi.s booklet or tha o[ficrul

Plan Docunent. Such changes

nwy be enacted wilhout prior-

announcetnenl or lhe expre.îs

consenl or crgreelnen! o/ ¡tlan
purticipants. The fficiul Plun

DocuntenÍ will govern if any

con tr a dict i on ar i s e.s bettry een

Íhe :ernts of the o.ffic:ial Plan

Docuntent and thi.ç booklet.

State of California
Savings Plus Program

Alternate Retirement Program
401(a) Plan

BEN EFIT PAYM ENT BOOKLET
(For Separated Employees)

f  his booklet contains information and a pal,ment application. Use
r the information to select the paynrent method that best meets your

needs. Enclosed are the fol lowing items:

. Altemate Retirement Program 401(a) plan Benefit
Payment Application

. Summary 402(Ð Special Tax Notice Regarding plan payments

The instructions contained in this booklet summarize the major
provisions of federal and State of california tax rules that rnay
apply to your payment. The tax rules are complex and contain in
their full text many conditions and exceptions that are not included
in these instructions. You can find more specific information on the
tax treatment of payments draw'n from retirement plans in the Internal
Revenue Service ( lRS) Publication 575, pension cmd Annuity Inconte.
and IRS Publication 590. Indit'iductl Retirentent ArrangetnenÍs. These
publications are available tiorn your local IRS office. the IRS web site
ar vt,tw-irs.gov, or the IRS Tax Forms Distribution center, telephone
I -8OO-TAX-FORM ( I -800-829 _3676\.

NRN-o i l  8CA. r ( t0/08)
State of California



Yor-r-re el igible fbr a pavntet ' ì t  af tet 'yoLt sepa-
,  r '  '  , r l l  S ta te  en ip lovn ieu t .  We- l l  i ' e r i l y
el i_eibi l i t ¡ -  before pa\,nlent is issuecl to the
address  prov ided on  the  app l ica t ion .  We ' l l
issue a 1099-R b1, JanLrar '1, '  3 I  of  the fol lor.v-
ing year.

SECTION I-Part ic ipan t  Information
Cornplete the i ¡ l fornrat ion requested.
Provide your separat io¡ l  date. Pr int  c lear l l ' .

SECTION II-Payment Options

Direct Payment

1- lr is opt ion al lou's ) ,ou to receive 1'orrr '
ent i re accor-rnt balal lce. This payrnent wi l l
be leported to the IRS as ordinaly i l tcol le.
I f  your  accour l t  ba lance is  less  than $200.
federal  and state incorne taxes wi l l  not l re
withheld. There wi l l  be a nrandatory 20Yo
rvi thholding f 'o l-  fècleral  i l lcoure taxes or l
anlourrts of $200 or nlore and no Cal i for-
nia state i ¡ lconie ta,res rvi l l  be rv i thheld.

Select ei ther direct deposit  or check.

You nray choose only one f inancial
inst i tut ion for direct deposit .  You rnust
provide the accoulr t  information. Inclr :de
the rr i rre-digi t  Ar-r tonrated Clearing Hor.rse
(ACH) roLrt ing nurnber arrd your accoL¡l l t
nulnber f-or your f inancial  inst i tut ion.
Attach a voided check for an electronic
firnd tl 'ansfer to your checking accouut.
For arr electronic fund transfer to your
savings account.  ver i fy the ACH rout ing
nLulber rvi th your f inanciaI inst i tut ion.

Provicle the rrarne arrd rnai l ing address of
your f i  nancial  inst i tut ion.

lnformation and Instruct ions

Direct Rol lover
- l - l r is 

opt iorr  al lorvs you to rol l  over f iu lds
fì 'ot l r  ¡ '6¡¡¡  ARP accotrnt to a Trad i t io l la l
Individual Ret irement Account or Anrrui ty
( lRA) ,  Roth  IRA ( i1 'e l ig ib le ) ,  o r  o ther  p lan(s )
as  long as  the  en t i t y  sponsor ing  the  p lan
accepts 401(a) furrds. Specify the type of
plan that wi l l  receive your furrds.

I f  you're age 70t/ :  or olc ler ancl  elect
to rol l  over yol l r  funds, your Required
IVl ininrunr Distr ibLrt ion (RMD) rvi l l  be
processed and paid drrect ly to you before
the funds are rol led over to the provider.

* You must meet ceftain i l rcor.ne l imitat ions
to be el igible to rol l  over yoLrr ful lds to a
Roth IRA.

SECTION III-Payment Conseq uences

fhere are conseqLrences to taking a
payment of your ARP account.
Read each one carefìr l ly and ini t ia l  that
you have read and understalld the
collseq uences.

SECTION IV-Participant Certification

Read Surnm ary 402(f) Special Tax Notice
Regarding Plan Payrnents and sign and date
the appl icat ion.

Contact Information

Custorner Service: (866) 566-4171,
8 :30  a . rn  -  4 :00  p .m.  (PT)
Monday - Fr ic lay
To speak to a custon'ìel'
serv ice representative,
press *0

Web site: www.sppÍoru.conl

Quick l ink: Al ternate Ret irement
Program (ARP),
leaving employnrent



Savings Plus Program

Alternate Retirement Program 40l(a) plan

Benefit Payment Appl ication

(For Separated Employees)
Please read the in format ion and inst ruct ions before complet ing.  Paymenr wi l l  be issued no sooner than 90 days af ter  your
last  contr ibut ion posts to or  f rom yourARP accotrnt .  l f  your  appl icat ion is  received af ter  rh is  90-day per iod,  payment  wi l l
be issued wi th in 30-45 davs.

Last  Name. F i rs t  Name. MI Socia l  Secur i ty  Nurnber (SSN)

Ma i l i ng  Add ress Date of Birrh (nrrn/dd /yyyy)

City, State, ZIP Code Retire¡nent/Separation Date (mrn/dd/yyyy)

requested not  being processed

D Di .ect  Payment :  l00o/o of  the account  balance wi l l  be d is t r ibuted to you.

Payment  Opt ions (Check one box only. ) :  E Direct  Deposi t  n  Check

I f  ar ty  of  the lequi led i r t l 'ornrat ion belorv is  inconrplete,  inval id ,  or  not  p lov ided,  you' l l  be rnai led a check

Account  Type (check one box only. ) :  n  checking (At tach a voided check.)  !  Savings

ACH Routing Nurnber (e digi ts) I I f  I I I I I I
Accounr Nunrrrer (Not to exceed r7 digits) t] I I I I I I f  I I I I f  I I I I

Nanre of  F inancia l  Inst i tu t ion

Mai l ing Address

Ci ty ,  State,  ZIP Code

See page four  of  th is  appl icat ion for  addi t ional  payment  opt ions.



!  Di rect  Rol lover 100% of  the account  balance wi l l  be ro l led over  to another  ent i t ) , .  Check the t ¡ 'pe of  p lan to r . r 'h icn l ,our
f t rnds rv i l l  be ro l led over .  [ f  vou are ase ]0 l l?  or  o lc ler  the anrrual  RMD port ion rv i l l  be Þaic l  c l i rect lv  to
you be. fore the rernain ing funds are ro l led ovel  to  the l 'eceiv ing ent i ty ,

E Direct  ro l lover  to an Tradi t ional  IRA or  Annui tv

n Direct  ro l lover  to a Roth IRA*

X Di tect  ro l lover  to IRC Sect ion 45 '7 Plan

D Direct  lo l lover  to IRC Sect ion 401(k)  Plan

E Direct  ro l lover  to IRC Sect ion 40 l (a)  Plan

n Direct  lo l lover  to IRC Sect ion 403(b)  Plan

The ro l lover  check rv i l l  be made payable to the Tr-ustee/Custodian l is ted l re lor¡ , for  the benef i t  o f
you.  The check wi l l  be rnai led to the address indicated on th is  forn l .  You are responsib le for  sending
the check to the Trustee/Custodian.  I f  you ' re ro l l ing over  your  p lan assets to a d i f ferent  p lan type
-  f ,orexatnple,  ro l l ing over the401(a)  to a457 -  ) ,ou n ' tust  at tech a cer t i f icat ion f rom the receiv ins
ent i ty  that  agrees to accept  the funds before the d is t r ibut ion wi l l  occur .

Note:  l f  you ro l lover  to a Roth IRA, i t 's  a taxable evenr.*

Narne of Trustee/Custodian (Please do not abbreviate.')

By initialingthe itents below, you certily thaÍ yolt have read andunderstand the.çe di.çtribution consequences

I f  you  e lec t  to  take  a  pay txent  o f  your  ARP account :

(  I n  i t i a l )
Your decis ion is  i l revocable.

You can't re-deposit the funds intoARP or SPP if you return to work for the State of California.

lf you retum to State elnployrnent, you may be perrnitted to purchase reti lernent credit for your previous
period of State service. You'l l be required to pay both the ernployee and ernployer share of the cost.

Taking a payrnet l t  o f  yourARP account  rnal ,  a f fect  rec iproc i ty ,  e l ig ib i l i t l , ,  and other  benef i ts  avai lable to
you under CaIPERS. For  deta i ls ,  refer  to  the calPERS web s i te  at  www.calpers.ca.gov.

( l n  i t i a l )

( ln  i t ia l )

I request payment to be rnade in accordance with the Plan Docurnent, Internal Revenue Code, and rny election. I understand
that the State of California has the authority to approve or reject this reqLrest. I cerlif l , that I have been informed of the different
payment Inethods and the tax irnplications of distributions from my account. I certify that I have read Sumrnary 402(fl Special
Tax Notice Regarding Plan Payments and, by signing, I waive the 30-day notice. lf I have selected a rollover to a Roth lRA,
I certifo I meet eligibil i ty requirements for such rollovers. I hereby certif l i  under penalry of perjury that this infonnation is true
and accurate to the best of mv knowledse.

Signature

*You musl meet cerÍain incotne Iintitfltions to be
eligible to roll over -t'our funds Ío a Roth IRA.

Date

Nat ionwide Ret i rement Solut ions

P.O. Box 182797

Cof umbus. OH 4321 8-27 97

Mail the original form (do not fax) to:



summary a02$ - Specialrax Notice Regarding plan payments

This is a sulnmary of the pr-ol , is iol ls of  the moclel
Sect ion 402(f)  not ice issuecl bv the Internal Revenue
Service in Not ice 2002-3 and explains how you can
cont inue to defel  fèder-al  inconte tax on your-r-et i rement
savings in the State of Cal i fornia Savings Plus program
(the "Plan") and conrains i rrporranr infbrmation you
wil l  need belore you decide lrorv to receive your Plan
benef i ts.  A copy of the rnodcl Secrion 102(f)  nor ice wi l l
be provided to you upon request without charge. If you
would like a copy of the model 402(Ð norice or have
additional questions after reading this summary, you can
contact your Plan Administrator ar (866) 566-4j  j  j .

This summary is provided to you by the State of Cal i -
forn ia Departnrent o f' Person ne I Ad llt i n istr-ati on. S av i n_ss
PIus Program (your "Plan Adnl inistrator")  because al l
or part of the payment that you will soon receive from
the Plan rnây be eligible for rollover by you or your
Plan Adurinistrator to a tradi t ional or Roth IRA or an
el igible employer plan. A rol lover is a payment by you
or the Plan Adnl inistrator of al l  or part  of  your benef i t
to another plan or to a tr '¿rdi t ional IRA thal al lows you
to cont inue to postpone taxat ion of that benef i t  unt i l
i t  is paid to you. Your payment cannot be rol led over
to a SIMPLE IRA or a Coverdel l  Educat ion Savings
Account (forrnerly known as an education IRA). An
"el igible employer plan" includes a plan qual i f ied under
Section 401(a) of the Internal Revenue Code, including
a 401(k) plan, ¡rrof i t -sharing plan, def ined benef i t  plan.
stock bonus plan, and money purchase plan; a Section
403(a) annuity plan; a Section 403(b) Tax-Shelrered An-
nuity;  and an el igible Sect ion 451(b) plan mainrained by
a goventmental employer (governmental 45'7 plan).

An eligible employer plan is nor legally required ro
accept a rollover. Before you decide to roll over your
payment [o another entployer- plan, you should f ind out
whether the plan accepts rollovers and, if so, the rypes
of distnbut ions i t  accepts as a rol lover.  You should
also find out about any documents that are required to
be completed before the receiving plan will accept a
rollover. Even if a plan accepts rollovers, it mi-eht not
accept rollovers of certain types of distributions, such as
after-tax amounts. If this is the case, and your distribu-
tion includes after-tax amounts, you may wish instead to
roll your distribution over to a traditional or Roth IRA
or split your rollover amount between the employer plan
in which you will participare and a traditional or Rorh
IRA. If an employer plan accepts your rollover, the plan

may restr ict  sLrbsecluent distr ibut ions of the rol lover
anlount or nlav reclui le -voLlr  spoLlse's consent f 'or an¡,
subsequent di  str i  bLrt ion. A s r-rbsequent distr ibut ion fron.r
the plan that accepts yr,rul rollover may also be subject
to different tax treatment than distribLrtions from this
PIan. Check with the adrrinistrator of the plan that is to
receive your rol lover pr ior to making the rol lover.

There are two ways you may be able to receive a
Plan payment that is el ig ible for rol lover:

( l) Certain payments can be made directly to a tradi-
t ional or Rorh IRA rhar you
establ ish or to an el igible employer plan that acceprs
i t  and holds i t  for vour benef i t
("DIRECT ROLLOVER");  or

(2) The paynent can be PAID TO YOU.

l f  you choose a DIRECT ROLLOVER:
. You choose whether your payment will be made

directly to your traditional or Roth IRA or to an eli-
gible enrployer-plan that accepts your rol lover.  your.
payment cannot be rolled over to a SIMPLE IRA or a
Coverdel l  Eclucat ion Savings Account because rhese
are not tradi t ional or Roth IRAs.

. Your payment will not be taxed in the current year
and no income tax will be withheld, if you roll over
the payurent to a traditional IRA or an eligible em-
ployer plan. I t  wi l l  be raxed larer when you take i t  out
of the tradi t ional IRA or rhe el igible employer plan.
Depending on the type of plan, the later distribu-
tlon may be subject to different tax treatment than it
would be if you received a taxable distribution from
this Plan.

. Your payment can be rolled over directly to a Roth
IRA i f  your r lodi l ìed adjusted gross income for Roth
IRA purposes is nor more than $100,000 and you are
noI a malr ied incl iv idual f ì l ing a separate return. You
must include in your gross income distributions from
a qual i f ìed let i rement plan that you would have had to
include in income if you had not rolled them over to
a Roth IRA. You do not include in gross income any
part  ol '¿ì  paynlent l ì 'out a qual i f ìed ret i r-entent plan
that is a return of contributions to the plan that were
taxable to you when paid. In addit ion, rhe l \Vo tax on
early distr ibut ions does not apply.  No income tax wi l l
be withheld from your distribution.



l f  you choose to have a Plan payment that is
s f i c i t ì l r  f c r  ro l lover  PAIDTOYOU:

'  You vvi l l  receive orr l1,  80% of the taxable anlout ' ì t
of  the payment,  becaLlse the Plan Adnl inistrator is
reqLrired to withhold 20c/c of that anlount and sencl i t
to the IRS as incorne tax u' i thholdins to be crecl i tecl
against your taxes.

,  The taxable amoul l t  of  your payment wi l l  be taxed
in the current year unless you rol l  i t  over to a tradi-
tional IRA or eligible eurployer plan. Uncler- linlitecl
circumstances, you may be able to use special  tax
rules that could reduce the tax you owe. However, if
you receive the payment bef'ore age 59t/2, you may
have to pay ¿ìn acldi t ic lnal  l }c/o Lax.

' You can roll over all or parl of the payrnent by
paying i t  to your tradi t ional or Rorh IRA or to an
el igible ernployer plan that accepts your rol lover
within 60 days after you receive the payment. The
alnount rolled over will not be taxecl until you take
ì t  oLr t  o f  the  t rad i t iona ì  IRA or  the  e l ig ib le  enrp lo ¡ ,e r
plan, however, if you roll the paynenr to a Roth IRA,
i t  is st i l l  taxable in the cun-el l t  vear.

. [f yoLr want to roll over l00o/a of the payment to a
tradit ional IRA or an el i -s ible enrplover plan. voLr
must replace the 207o of the taxable portion that
was withheld. I f  you rol l  over only the 80Vc rhat you
received. yoLr will be taxed on the 207a thatwas
withheld and that is not rolled over.

Your Right to Waive the 3O-Day Notice Period

Generally, neither a direct rollover nor a payment can
be made from the plan until at least 30 days after your
receipt of this summary. Thus, after receiving this sum-
mary, you have at least 30 days to consider whether or
not to have your withdrawal directly rolled over. If you
do not wish to wait  unt i l  th is 30-day norice period ends
before y'our election is processed, you may r.vaive the
notice period by signing the payout election form. Your
withdrawal will then be processed in accordance with
your election as sootl as practical after it is received by
the Plan Administrator.

NRN-o i l8CA. t  ( t0 /08)



----\ E m p l o y m e n l
Deve lopmen  f
D e p a r l n r e n l mtr5ffiS t a T ì - o f  C a l

E [t/f P L OY tt/T E hUT D E V E !- O P IVT E F\ü T D E PA RT ffn E hI T'
The Calilornia Employment Development Department
(EDD) offers a wide variety ol seryices to millions of
Californians under the Employmenl Service,
Unemploymenl Insurance, StaleDisability Insurance,
Worl<force lnvestmenl, and Labor Markel lnformation
programs. As Calilornia's largesltax c-ollection agency,
EDD also handles the audil and collection of payroll taxes
and maintains employmenl records for more tlran 17
million California workers.

One of the largest departmenls in state government,
EDD has nearly 10,000 employees providing services al
more than 400 locations throughout the state. Here is a
brief look at EDD's activities:

Employment Service
The EDD's Employmenl Service is authorized by
the federal Wagner-Peyser Act, as amended by
the Workforce Inveslmenl Acl (WlA) of 1998. The
Employrnent Service is an integral part of the One-Slop
delivery syslem thal provides universal access to an
integrated array of labor exchange and WIA services
delivered through the statewide One-Stop Career Center
system. Based on customer choice, these quality
services are provided via self-service, facilitated self-help
.service, and staff-assisled service. Each year, EDD:

. Facilitates the match belween California employers
and qualified job seekers based on employers'
requirements and job seekers' qualifications.

. Provides comprehensive services to employers,
and oflers an lnternel-based aulomated system
(CaIJOBSSM) that enables employers to place jobs
directly and search, screen, and select employees
from a database of résumés,

. Enables job seekers lo sell-regisier and produce
qualily résumés from various locations through
CaIJOBSSM so they can sell-search and self-refer to
job openings.

. ls committed lo state and local economic developmenl
and workforce preparalion services.

. Assures priority of services to veterans.

. Provides labor markel informalion to employers,
job seekers, and others, including policy mal<ers,
economic developers, economists, and planners.

. Offers programs that provide many valuable services,
suclr as job search workshops, case managemenl
services, and referral to educalion, training, and
supportive services to clienl groups with special
neeos.

The EDD oversees a cornprehensive approach lor
providing workforce investmenl aciivilies through
regionally administered Local Workforce Investrnent
Areas (LWIA). The LWIAs administer the federally
funded program by providing activiiies that benefit job
seekers, dislocaleçl workers, youth, incumbent workers,
new entrants lo the worl<lorce, veterans, people with
disabilities, and employers. These activities promote an
increase in the employment, job retention, wages, and
occupational skills ol the participants.

Workforce investmenl services are provided through
comprehensive One-Stop Career Centers that provide
services and resources to businesses and job seekers
under one roof. The One-Stop provides services to
individuals who are seel<ing employment, changing jobs,
re-entering the workforce, and learning new skills.

The EDD administers the Worker Adjustment and
Retraining Notification Act (WARN), which requires
employers to give 60 days advance nolice of plant
closures or mass layoffs to affected ernployees. The
state provides these dislocated worl<ers with special
assistance and access lo One-Stop services.

Unemployment and State Disability
Insurance
Through the Unemployrnent Insurance (Ul) and Siate
Disabílity lnsurance (SDl) programs, EDD provides
pariial wage-replacemenl benefits to eligible California
workers. Funded by employee payroll deduction (SDl)
and employerlax contributions (Ul), these insurance
programs provide a strong stabilizer to California's
economy and are designed to assist those who are oul
of work.

Funded through employee payroll deductions, SDI
provides Disability lnsurance (Dl) benefits to eligible
worl<ers who sulfer a loss of wages when they are
unable 1o work due to their own non work-related illness.
injury, or pregnancy.

Calífornia workers who are covered by the SDI program
are eligible lor Paid Family Leave (PFL) insurance
benefits. PFL compensales covered workers who
suffer a wage loss due to lhe need 1o provide care for a
seriously il l child, spouse, parent, or registered domestic
parlner, or to bond with a new child.

DE 87144 Bev.21
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Both Dl and PFL claims may be filed by mail, and
information is available by phone and on-line 24 hours a
day. In person assistance continues to be offered at all
localSDl si tes.

The Ul program is funded frorn Ul taxes paid by
employers on the first $7000 of each employee's wages.
The Ul provides unemployment insurance payments to
workers who lose their job through no fault of their own
and who are able to work, available for work, looking for
work each week, and who meet allother Ul eligibili ly
requirements.

For Ul claims, EDD offers multiple fil ing methods
including Iniernet, lelephone, mail, and fax. Additional
inforrnation, lhe Ul Internel application (eApply4Ul), and
mail/tax Ul applications are available on EDD's Web site
at www.edd.ca.gov. Claim information is available by
phone 24 hours a daY,

In 2009, EDD:
. Paid $11.1 bill ion in Ul benefits (excluding any federal

extensions), and over $4.5 bill ion in SDI benefits'
. Received and processed mol:e lhan 4.4 million inilial

regular Ul claims (excluding extensions) and over
926,000 SDI claims.

Employment Training Panel
The ErnploymentTraining Panel (ETP) contracts with
employers, trainíng age¡cies, vocational schools, and
Workforce lnvestment Boards to lund the following types
of training programs:

' Retraining: Programs to train current employees of
companies facing out-of-state competition - primarily
those in manufacturing and high technology seclors.

. New-Hire: Programs to train current Ul recipients
and / or those who have exhausted their Ul benefits
within the previous 24 monlhs,

. Special Employment Training: Programs for fronlline
workers (production workers who earn al least
the state's average hourly wage), workers in high
unemployment areas, small business owners, and for
workers with barriers to full time employment such
as physical or mental disabilities, communication
barriers, or lack of vocational skills.

The ETP addiiionally funds training under the above
categories to prepare workers for parlicipation in the
California's emerging green economy.

For more inforrnation visit the ETP Internet site ai
www.etp.ca.gov.

Tax
The EDD handles all administrative and enforcement
functions for audit ancJ collection of Ul, SDl, Employment
Training Tax, and California Personal lncome Tax (PIT).

Each year, EDD:
. Collects more than $42.7 bill ion in payroll taxes,

including nearly $33 bill ion in PlT.
. Processes rnore than 3'1 .9 million employer tax

documents and remitlances.

Labor Market lnforrnation
As the major source of labor market information in
California, EDD provides national, state, and local
area employment and unemployment statistics,
economic planning inlorrnation, career information, and
other statistics. On the Internet, visil
www.labormarketinfo.edd,ca,gov to access
publicaiions and get the informaiion needed to make
informed decisions. Among the information available is
employment, ¡rnemployrnent, industry and occupalional
outlook, social and demographic data, and labor market
data. Locally based stalf can assisl our customers
to locate and understand the local information they
need. We also conduct applied research sludies and
produce publications on a wide variety of economic and
employment issues,

Additionally, EDD:
. Has auditors and investigators monitoring, detecting,

and proseculing anyone attemp'ting to defraud EDD
systems.

" Participates as a member of the Joint Enlorcement
Sirike Force on the underground economy, a
partnership ol seven state agenc¡es thaÌ combats
noncompliance with state tax, labor, and licensing
laws.

" Collects new hire and independent contractor
informaiion to locate parents who are delinquent in
their child supporl obligaiions.

. Works with the California Employer Advisory Council,
the statewide umbrella organization for approximately
50 local Employer Advisory Councils located
throughout the state. Members represent a cross-
section of business and industry, and their mission
is to assisl EDD in improving services to California's
employers.

" Offers business owners and sell-employed individuals
the opportuniiy to protect themselves againsl loss
of income due to a disabling condition, or the need
to care for an ill family member, or bond with a new
minor child through the State Disability Insurance
Elective Coverage program.

. Works with local comrnunity groups to develop
programs that increase employment and educational
opportunities for people with special needs, such as
youth.

. To find the EDD office nearest you, please check the
State Government section of your telephone directory
under "Employment Deve\opment Department," or visit
our lnternet site at www,edd.ca.qov.

EDD is an equal opportuniiy employelprogram'
Auxifiary aids and services are available upon request to ind¡viduals wilh disabilities.
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California's Workforce Services, a part of the United
States (U.S.) Employment Service, is one of
the world's largest óublic employment service
operations. W]th s'ervice poii l ts throuehout the
state, this Employment Development Óepartment
(EDD) prograin serves the state's emolovi:rs and
fpproi ima"tely one mil l ion job seekers who register
ïor servrces eacn vear.

The nationwide U.S. Employment Service was
authorized by the federal Wagner Peyser Act (WPA)
in 1933 and funded underTi tTe l l l  o f  Îhe Socia l
Security Act of 1935. The WPA was amended by
the Workforce Investment Act of 1998 to orovidê
a foundation for the Workforce Services and other
federal, state, and local workforce development
partners to offer services through a One-Stop delivery
system.

Methods of Service Delivery

The EDD's Workforce Services offer a variety of
services that bring employers with job open'ings
together with quaìif ied lob seekers. Customers
mãy access serVices thrôugh self service or with
the'assistance of staff. Addítionallv, the Workforce
Services offer an intensive service's to customers with
special needs.

Self Service

To provide job seekers and employers with an
effective seff-service labor exchanþe, the EDD's
Workforce Services use an Internet-based system
called CaIJOBSSM, which matches quali f ied iob
seekers with employers' iob openirìgs. CaIJOBSSM
provides employers'with'quicf< acce"ss to oñe of the
largest pools of iob-ready äpplicants, and serves the
job"seeking neeils of Cal ' i foinia's mobile work force.

Customers can access CaIJOBSSM at
www.caliobs.ca.sov. The svstem is accessible 24
ñõur;tãar--ietõñãays a week, anywhere there is an
Internet connection.

EDD is an equal opportunity employer/program.
Auxi l iary a ids and serv ices are avai lable upon request to indiv iduals wi th d isabi l i t ies.

Staff Assisted Services

Staff in f ield locations throughout Cali fornia are
available to assist job seekeis and employers with
their labor exchanse needs. Available services
inc lude :

Services to Emolovers:
@istance to help employers

who âre é:xperiencins worker rei luctiôns.
. National, state, and lócal area labor market

in format ion to  help p lan for .bus iness
expa.ns ion,  re locat ion,  or  tu ture h i r ing and
trarnrng neeos.

. Focuseã recruitment campaigns for new
business ventures or  fac i l i t ie lneeding a large
number of  specia l ized workers.

o Faci l i t ies and schedul ing serv ices to  screen and
interv iew aool icants .

. Résumé seár'ches to match employers' job

. ÊfJiî'i:f,In oi Employer Advisory councits in
loca l  communi t ies.

. Assistance with job fairs and newsletters.

Services to lob Seekers:
. Job search workshops that teach ski l ls needed

to f ind and keep a iob.
o Assistance with acéessing the CaIJOBSSM

system.
. Referral to education, training, and support ive

services.

Services to Customers With Special Needs

Staff provide intensive services to customers
with special. needs. This includes case-managed
services and other one-on-one assistance to 

-

customers who may have barriers to employment
such as veterans,  pêrsons wi th  d isabi l i t ies,  ánd
other Broups with'special needs.

For More Information

For more information, olease contact vour nearest
EDD Workforce Servicbs Off ice, l isted under
"Employment Development Department Job
Service" in the State Covernment section of the
telephone directorv or visit  EDD's lnternet site at
www.edd.ca.gov. 

'
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Calf OBSSM

CaIJOBSSM is an lnternet-based job and résumé l ist ing
labor exchangè system that increases the public's access
to employment services.

CaIJOBSSM is provided by the Cal i fornia Employment
Development Department (EDD). The system is designed
to be simple and convenient to use for job seekers and
employers. Special  features of CaIJOBSSM include:

. No Fees: There are no fees for either employers or job
seekers to use this service.

. Wide Variety of lob Listings and Job Seekers:
CaIJOBSSM provides a variety of job openings located
throughout the state and features the largest database
of job seekers in Cal i fornia.

. Easy Access: CaIJOBSSM is available to employers
and job seekers seven days a week, 24 hours a day,
and can be used at the office, at home, or from any
locat ion with Internet access. Vir tual ly any personal
computer with Internet connectivity can be used
to access CaIJOBSSM without the need for special
hardware or software.

Benefits for Employers

With CaIJOBSSM, employers with Internet access can
enter their  own job l ist ings direct ly into the system and
can update or close their  job l ist ings at any t ime with or
without EDD assistance.

Employers can also view one of the largest on- l ine
databases of job seeker résumés in the state and directly
contact job seekers who meet their requirements to
schedule interviews.

Employers without Internet access can stil l be served by
CaIJOBSSM. An EDD Customer Service Representative
can take job l ist ings by telephone or fax and can assist
employers in locat ing qual i f ied appl icants.

Benefits for Job Seekers

With CaIJOBSSM, job seekers can view a wide variety
of job l ist ings located within their  own community
or anywhere in the state, and if qualified, refer
themselves to employers for consideration.

Job seekers can produce on-line résumés by following
the step-by-step instructions and can make their
résumés available for viewing by prospective employers.

Job seekers can use CaIJOBSSM to access other Internet
si tes for their  job search, including those of other
state and government agencies, private industry, and
nat ional job search services.

Registering to Use CalfOBSSM

lf you have Internet access, registration can be completed
ent irely on-l ine. Employers and job seekers may register
at www.caljobs.ca.gov, or at any EDD service point. For
registration assistance, please contact the CaIJOBSSM
Customer Support  Desk at 1-800-758-0398.

For More lnformation

Visit our Web site at www.edd.ca.gov for further
information on the programs and services offered by EDD.

EDD is an equal opportunity employer/program.
Auxi l iary aids and services are avai lable upon request to individuals with disabi l i t ies.

DE 8714)S Rev. 5 (6-07)

P.O. Box 826880 o Sacramento CA 94280-000i

-aÈ

Lv Êæ





¿f>  Employmenf

EE'{E,,D e v e l o p m e n l
D e p a r t n r e n t

l - T
s t a l e  o l  L a l r l o r n r a ME HEET
LABOR MARKET INFOFIMATION

The Employment Development Departmenl's Labor
Markel Inlormation Divisiôn (LMID) regularly collects,
analyzes, and publishes inforrnalion aboul California's
labor markets. These diverse markets are comprised
of more than one million employers and a civllian labor
lorce of more than 18 mlllion individuals.

In addition to employmenl and uiremployment data,
LMID provides economic developrnent and planning
information; industry and occupalional characteristics,
trends, and wage'information;and social and
demographic information. Mosl of these data are
available for the state and counlies. Some data are
available for other geographic regions as well. LMID
also provides technical assistance and customized data
services for stale and sub-state geographic areas.

Types of Labor Market Information Available

LMID stafluse data from a variely of administrative and
survey sources and other agencies to study the labor
market and develop:

. Estirnates ol lhe currenl laborforce and industrv
employment

. Descriptive information abouloccupations includlng:
duties, wages, benefits, employrnent outlook,
training, education, skill, and licensing requirements

' Labor market demographics

. Nondiscriminalion information for employer
compliance purposes

. Special industry and occupational studies

. Specialstudies on pertinent lopics such as health
care and immigration

. Historical employment and unemploymeht data

. Proieclions of employment for occupations and
industries by geographic area

. Industry growth and trends

. Mass layoff statistics

. Labor markel dynarnics

. Thematic maps displaying labor market conditions
and relationships

. Worldorce program planning information

. Customized analyses and reports,,upon rêquest

Uses of Labor Market ¡nformation

State and local labor market information is used
extensively in bolh the public and private sectors for:

. Business and financial forecasting

. Economic developrnent and human resource
planning

. ldentifying appropriate wage levels for foreign labor
certlfication programs

. Monltoring labor force, industry, and economic
trends

. Planning and development of training programs

. Public services program development and

. administration

' Career exoloration

. Geographic planning for industry and business
expansion

Local labor market research

Wage and compensation adminìstration

Occupational skills and qualifications idenlilication

Public policy developmenl

Strategic and long-term planning

Real estate investment evalualiona
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How to Obtain Labor Market Information

. The data and reports produced by the LMID are
available on the Internet at
www.labormarketinfo.edd.ca.gov.

. For information on local labor market information
products, assislance on the use ofthose products,
or customized data services, contact one of LMID's
local labor market consultants. Located in key cities
throughout California, they can help you define
your informaiion neêds, provide analysis of regional
employment and economic trends, and are available
to make presentations on a variety of labor markel
information subjeòts. To obtain the phone number of the
labor market consultant for a speclfic area of the state,
visit ourWeb site at
www.labormarketinfo.edd.ca.gov and click on the
"Contacl LMl" tab at the top of the ppge, or call
(e16)262-2162.

To obtain a statewide publication, specific data, or
cugtornized data services, contact the LMID at
(e16) 262-2162.

General lnformatio¡r

lf you would like more information about the labor market
information services, or other available producls or
services, please wriie or call:

Employmenl Development Department
Labor Market Information Division
7000 Franklin Boulevard, Sulte 1100
Sacramento, CA 95823-1 859
Phone: (91 6) 262-21 62
Fax: (916) 262-23s?

For additional information on other EDD programs and
services, visit EDD's Web site at www.edd.ca,gov.

EDD is an equal'opportunity employer/program.
Auxiliary aids and services are available upon request to individuals with disabilities.
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The federal Worl<force Investmenl Acl (WlA) oflers
a comprehensive range of workforce developmenl
activities lltrough statewide and local organizations.

Available worklorce developmenl activities provided
in local communities can benefit job seekers, laid-off
worl<ers, youth, incumbent workers, new entrants to
lhe worlclorce, velerans, persons wllh disabilities, and
employers.

The purpose of these activities is to promote an
increase in the employmenl, job retention, earnings,
and occupational skills of participants. This, in turn,
improves the quality of the workforce, reduces welfare
dependency, and improves the productivily and
compeiitiveness of the nation. California will receive
approximately $497 million from the federal government
in program year 2009-10 to provide services for adults,
laid-off workers,,and youth.

Available Services

Title I of lhe WIA authorizes services for youth, adults,
and laid-ofT workers. Eligible youth must be 14 to 21
years of age, low income, and meel al least one of
six specific barriers to employment. A year-round
youth program emphasizes attainment of basic sl<ills
competencies, enhances opportunities for academic
and occupational training, and provides exposure to
the job markel and employmenl. Activities may include
instruction leading to completion of secondary school,
tutoring, internships, job shadowing, work experience,
adult menloring, and comprehensive guidance and
counseling. The program emphasizes services lor oul-
ol-school youth.

Eligible adults musl be age I I or older. While eligible
laid-off worl<ers are generally individuals who have been
terminated lrom their lasl employmenl and are unlikely 1o
relurn to their previous industry or occupation, displaced
homemakers and self-employed individuals also may
qualify for lhese services. Adult and laid-olf worker
services are provided through locally based One-Stop
Careel' Centers. Comprehensive One-Slop Centers
provide access 1o a full range ol services pertaining
to employmenl, training and education, employer
assistance, and guidance lor obtaining other assistance.

While WIA requires One-SÌop Centers 1o provide specific
services, local areas may design programs and provide
services lhal reflect the unique needs of their area.
One-Stop CenÌers use varied strategies in providing
the appropriale services to rneel the needs of their
customers:

. Core Services are avallable and include, in part,
labor markel inlormation, inilial assessmenl of skill
levels, and job search and placemenl assislance.

. Intensive Services are available to eligible
unemployed individuals who have completed at
leasl one core service, but who have not been able
to obtain employment, or lo employed indíviduals
needing additional seryices to obtain or keep
employment that will lead to personal self-sufficiency.

. Training Services are available to eligible
individuals who have mel the requirements for
intensive services and who have not been able to
oblain or keep employment. lndividual Training
Accounts are established to finance training based
upon the individual's choice of selected training
programs.

Administrat¡on of W¡A

The Governor has appointed a State Worklorce
Investment Board (WlB) consisting primarily of
representatives from businesses, labor organizations,
educational institutions, and commurrity organizations.
The State WIB assists the Governor in designing a
stalewide plan and establishing appropriate program
policy.

The 49 Local Workforce Investmenl Areas (LWlAs)
administerWlA services as designated by the Governor.
Factors that are considered in designating these
LWIAs include geographic location, population, and
commonality of labor marl(et areas. The Chiel Elected
Official (CEO) of each LWIA appoints a LocalWlB
with a local membershio simi lar 1o lhe State WlB. The
Local WIB develops and submits a local area plan 1o
the Governor, appoinls local One-Stop operators, and
selects eligible organizations to provide services for
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youth and adults. ln cooperalion wilh the CEO, the Local
WIB appoints a Youth Council that will help establish
youth policy for local education and job training.

Benef its of WIA

The activities provided by WIA at the local level offer a
variety of benefits to both program participants and the
communities in which lhey reside:

. Job Seekers
- Universal access 1o job search and labor market

information
- Advice, counseling, and support
- Education and skills training
- lndividual choice of service

" Youth
Basic skills assessment
Resources'and guidance to help attain educational
goals
Leadership development opportuniiies
Exposure to the work environment through training
and adult mentoring

Employers
- lnfluence over local area employment policy
- lmproved and trained employee pool
- Development of on-the-job and customized training

opportunities
- Assislance for laid-off workers

Communlty
- Access to local area job market information
- lmproved workforce qualiTy
' Services designed for local area needs
- Reduced need for welfare

For more information on EDD's programs and services,
visit our lnternet site at www.edd,ca.gov, or contact the
Workforce Services Division at (916) 654-7799.

EDD is an equal opportr"rnity employer/program.
Auxiliary aids and services are available upon request to individuals with disabililies.
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5  t  a  t t ME HEET
CALIFORT{IA TRAIFü![\üG EENüEFITS PROGRAM
The California Training Benefit (CTB) program allows
el igible Cal i fornia Unemployment Insurance (Ul)
claimants, who lack competitíve job skills to compete
for jobs in the California labor market, to receive their
Ul benefits which might otherwise not be allowed while
attending a training or retraining program. Under the
CTB program, tlre traditional role of Ul changes from that
of partial wage replacement while the individual looks
for work to one of assisting the individual in training or
retraining in an effort io return to full employment.

Considering CTB Participation

Individuals who are approved by EDD to participate
in the CTB program do not have to meet the following
eligibility requirements during the period of approved
training: .:_

. Look for work.

. Be available for work.

. Accept suitable work.

There is an extension of Ul benefits available only for
eligible CTB participants, which is known as a Training
Extension (TE) claim. A TE ciaim may be available when
regular Ul benefiÌs run out before the period of approved
training is completed and Extended Benefits (EB) are not
available. However, there is no guaranlee that regular Ul
benefits, a TE claim, or EB willbe sufficient to cover the
entire period of approved training.

The California Unemployment Insurance Code (CUIC)
provides the eligibility criteria for lhe CTB program
and TE benefits which EDD staff must follow in order
to approve CTB part¡cipation and allow the fil ing of TE
claims. The EDD is prohibited from pre-determining CTB
eligibility unt¡l the individual lras started to attend school
or training.

Base period employers are notif ied when an indívídual
is approved for the CTB program, which provides the
employers the right to contest the individual's need
for training or retraining. When ernployers contest or
appeal the CTB eligíbil i ty determination, it may result in
a reversal ol the original eligibil i ty f inding. lf the original
eligibil i ly is reversed, the claimant lras the right to
appeal the disqualif ication.

DE 8714U Rev.  10 (6-10) ( INTRANEI)

CTB Eli gibil i ty,Criieria

To be considered for CTB program participation, an
individual must be eligible to receive California Ul
benefits, and notify the EDD as soon as the school
or training attendance begins. Once the EDD has
been notified, an eligibility interview is scheduled
and conducted by EDD staff to gather information
to determine il CTB can be approved. CTB may be
approved if the individual is a verified participant and
altending training authorized by one of the following
programs and meets all other eligibility criteria:

. Workforce Investment Act (WlA), a federally funded
program.

. ïrade Adjustmenl Assistance (TAA), a federally
' funded program.
. Employment Training Panel (ETP), a state funded

program.
. California Work Opportunity and Responsibili ly to

Kids (CalWORKs), a state/county lunded p-rogram.

Othen¡vise, CTB can only be approved when EDD
determines thai the individual is:

. Unempfoyed or partially unemployed for four or
more continuous weeks, unemployed due to a planl
closure, substantial reduction in workforce, mental or
physical disability, or lechnologicalchanges in their
occupations;

AND
. Unemployed due to a lack of sufficient currenr

demand for the individuals'skills within the local
labor market area or the indívidual's occupation is
seasonal and the individuals have no othêr skills in
current demand:

AND
. Reasonably expected to complete the training or

retraining successf ully.
AND

EDD determines the training or course of instruction is:

. ln an occupation that is in demand in the individual's
local labor marl<et in this state or is willing to relocate
within California to an area where the labor market
demand exists:
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AND
. Specifically trade-related for individuals who are

journey level union members;
AND

" Taken a1 an approved school or facility and
completed within one year f rom the EDD approvai
date, including scheduled breaks and vacation
breaks:

AND
. Full-time as defined by the school and EDD, and

intended to provide skills to obtain immediate
employment, but not primarily to óbtain a degree.
(typically 20 hours per week or 12 unils per semester
nr  n r  ra r lo r \ ,v ¡  v u s ¡  t v ' ¡ t ,

AND
. Beginning three years or more since the beginning

date of any prior CTB participation.

Training Extension (TE) Eligibility Criteria

Individuals are approved for TE claim if they are eligible
for CTB and inquired about CTB or have a CTB eligibility
interview prior to receiving the 16th week of regular Ul
benefits. lf the Ul claim is less than 16 weeks, the inquiry
or the eligibility interview must fe made before the
individual receives his or her last benefif payrnent.

Benefits Available

. Individuals participating in CTB who are otheruvise
eligible for Ul benefits may receive their regular Ul
benefits during the period of CTB approved training.
The amounl of the claim award, not the length of
lraining, determines how long Ul benefits can be
paid while participating in the CTB program,

. The maximum amount of potentially payable TE
benefits is equal to 52 times the weekly benefit
amount of the regular Ul claim on which the CTB
was approved, reduced by the maximum benefit
award of the regular claim and any subsequent new
claim, and amounts paid on any federal or state EB
and TE claims. The TE benefits are payable until
either the tra¡ning is compleÌed, the maximum TE
amount is paid, or the individual qualifies for a new
claim or any EB; whichever occurs first. However,
TE payments may not be payable during the
summer months when individuals are not attending
the approved training for three or more weeks.

. Individuals who qualify for a new claim or EB claim
in California or any other state must file and be paid
from the new claim or EB claim, even il the weekly
benefit amount is lower. The requirement to be paid
from the new or EB claim may nol apply to TAA
participants.

Tuition, Books, and Fees

The CTB program does not cover any educational or
training-related expenses such as tuition, fees, books,
supplies, or transportation. lf you are unemployed, you
may be eligible for federal financial aid, such as Pell
Grants. For more information on federal financial aid,
visit the Web site at www.federalstudentaid.ed.gov.

Approval Authority for CTB

CTB eligibility is based upon legislation contained in
Article 1.5 ol the California Unemployment lnsurance
Code, Seclions 1269 and 1271, respectively. Information
on how these laws are applied by EDD siatf making CTB
eligibility decísion can be found in the Miscellaneous
Benefit Determination Guide, Section 85, through this
link: www.edd.ca. gov/U IBDG/Miscellaneous M | 85. htm.

Finding Training

The CTB program does not provide assistance in
assessing training needs or identifying potential sources
for training. The Labor Market lnformation seclion of the
EDD Web sile provides career information and can help
identify occupaiions with the greatest demand now and
in the future. Visit the EDD Web site al
www.laborma rkeiinfo.edd. ca. gov.

For More Information

For more ínformation aboui CTB, or to reporl lhat you
have started Ìraining, please contact EDD through lhe
"Conlact Ul" link on the menu on the EDD Web site at
www.edd.ca.gov or by telephone at:

"  Engl ish 1-800-300-5616
" Spanish 1-800-326-8937
" Cantonese . . . . . : . . . . . . . . . . . . . . . . . . . . . .  1 -800-547 -3506
. Mandarin . . . . . . . . .  ' l -866-303-0706
'Vietnamese ...... 1-800-547-2058
. TTY (non-voice) . . . . . . . . . , . . . . . . . . . .  1 -800-81 5-9387

EDD is an equal opportunity employer/program.
Auxiliarv aíds and services are available upon request lo individuals with disabilities.
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lntroduction

YOU NEED A JOB. Somewhere, an employer has the job you want.  How do
you get that job? By market ing your job talents.  By showing employers you
have the ski l ls they need.

Do you have job talents? YES! Homemakers, persons with disabi l ¡ t ¡es,
veterans, students just out of  school,  people already working-al l  have ski l ls and
experience for many good jobs.

What you need to know is how to market your talents effectively to find the
r ight job. This pamphlet wi l l  help you to:

.  P lan  your  t ime

. Evaluate your interests and ski l ls

.  Find job information

¡ Write résumés and a master or practice application

. Prepare for job interviews

. Plan for job interviews

. Take tests

California's "CaUOBSSM" www.caljobs.ca.gov is brought to you by the
Employment Development Department (EDD). With CaIJOBSSM, you can
create a résumé that is readi ly avai lable to employers using the Internet,  and
you can look for job openings anywhere in Cal i fornia. Visi t  the EDD Web si te
at www.caliobs.ca.gov. For more information about other services offered by
the EDD ( including Unemployment,  Disabi l i ty,  or Paid Family Leave Insurance),
visit our Web site at www.edd.ca.sov.

DE 6068 Rev.7 (2-08) (INTRANET) Page2+ 25 Pages



Planning Your Time

NOW is the best t ime to start  looking for a job. You are as qual i f ied as other
applicants, so start now before someone else gets "your" job. You have already
made a good start  by reading this pamphlet!

What is the most important thing to know about your job search?

FtNDtNG WORK tS A FUIL-T|ME fOB!

That means:

In a full-time iob, you: To find a iob, vou must:

Have responsibi l i t ies (work dut ies
and procedures)

Set your own responsibi l i t ies
(things you must do everyday
to get a job)

"Punch a clock" or are at work "on
t ime"

Wake up early at a set time to start
looking for work

Work hard all day, 40 hours a week Look hard for a job, all day,
40 hours a week

Report to a boss, who makes sure
you carry out your responsibi l i t ies

Be your own boss (or appoint a
friend to be your "boss") to
make sure you carry out your
lob search responsibi l i t ies
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Tips for Planning an Effective fob Search:

Make a "To Do List" every day.
Outl ine dai ly act iv i t ies you need to
do to look for a job.

Apply for jobs early in the day. This
wi l l  make a good impression and give
you t ime to complete appl icat ions,
have interviews, take tests, etc.

Cal l  employers to f ind out the best
t ime to apply.  Some companies take
appl icat ions only on certain days and
t imes during the week.

Write down the name of all
employers you contact, the date
of contact, who you spoke to, and
results of your contact. Below is a
sample log to copy and enlarge as
needed.

Apply at several  companies in the
same area, when possible, to save
t ime and money.

Be prepared for unexpected leads.
Have a master or pract ice appl icat ion,
résumés, black or blue ink pens,
maps, and documents that prove
authorizat ion to work with you at al l
t imes as tools for your job search.

Fol low up on leads as soon as
possible. l f  you f ind out about a job
late in the day, do not wait until the
next day to cal l .

Network. Tell everyone you know
that you are looking for a job. Stay
in touch with friends and contacts.
Fol low up on new leads immediately.

Date Company Name/Phone Spoke to (Name) Results

¡
i

T
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Determining Your fob Skil ls

Another t ip for f inding the r ight job:

Make a l ist  of  your background and
experience.

lf you think you do not have any
experience - THINK ACAIN! You may
not have specific job experience, but
you do have work experience. You
have "worked" as a homemaker, a
student, a volunteer, or have engaged
in a hobby, or some other personal
act iv i ty.  The ski l ls you use for these
"jobs" can be appl ied to other jobs.

A background and experience l ist
may help you to:

-  Fi l l  out job appl icat ions

- Provide information for job
interviews

- Prepare a résumé. Many employers
now reouest a résumé for all
positions, regardless if the position
is entry level or higher.

Tips for Making a Background and
Experience List:

Interests and Aptitudes

/ List  your hobbies, c lubs you belong
to, sports you are involved in,
rel ig ious organizat ions, school
activities, and things that interest
you. List things you are good at
or that use special  ski l ls you may
have. Your l ist  may appear to have
l i t t le to do with job ski l ls or work
exoerience. That is O.K. The
purpose of this l ist  is to make you
think about interests and ski l ls you
use in everyday l i fe.

/  Look at the f i rst  i tem on your l ist .
Think about the ski l ls or talents i t
takes to do that i tem. Real ly think
about i t !  Al l  hobbies, act iv i t ies,
etc. ,  use many ski l ls,  knowledge,
and abi l i t ies. Wri te them al l  down.
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Here are some examples:

Work History

{  l f  you have worked before, l ist  your /  Now, think about the ski l ls or
jobs. Include volunteer, part-time, talents it took to do each work duty.
summer, and self-employment.  Wri te them down.
Next, write down work duties for
the jobs you l isted.

Here's an examole:

Things I Do Well:
Hobbies, Sports, School Activities

Skills, Knowledge, Abilities, and
Talents lt Takes To Do These Things:

Playing Basketball Abi l i ty to interact with others ("be
a team player")
Abi l i ty to use basic ar i thmetic
(keep track of score)
Abi l i ty to reach, l i f t ,  jump, stoop,
and run
Ski l ls in direct ing others (cal l ing
plays, coaching)

Homemaking Abi l i ty to manage budgets
Ab i l i t y  to  hand le  mul t ip le  tasks
Knowledge of human development
Ski l ls in teaching/training others
Cooking, cleaning, and laundry

Fixing Cars Abi l i ty to diagnose mechanical
oroblems
Ski l l  in using a var iety of tools
Ability to see differences in shapes
and sizes of objects
Knowledge of electronics

Work Duties Skil ls or Talents

Pick vegetables and fruits on a farm.
Use hoes, shovels, and shears to plant,
cultivate, and prune fruit trees

Inspect fru its for damage/ripeness.
Abi l i ty  to  work quick ly  and sk i l l fu l ly  wi th
hands.
Ski l l  in  us ing tools .
Abil ity to work outside for long periods
of  t ime.
Physical endurance.
Bending and stooping.
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Education

/ List  the schools you attended,
dates, major studies, or courses
completed. Include mil i tary and
vocat ional educat ion and on-the-
job  t ra in ing .

/ List degrees, certificates, awards,
and honors.

/  Ask yourself  what classes or training
you l iked. Why did you l ike them?

Physical Condition

/ Do vou have anv disabi l i t ies
l im i t ing  the  k ind  o f  work  you can
do? Companies wi l l  of ten make
special  accommodations to employ
people with disabi l i t ies ( in fact,
some accommodations are legal ly
required). lf you have strong or
special  physical  capabi l i t ies, l ist
these too.

Career Goals

.,/What kind of work do you want to
be doing 5 or 10 years from now?
What kind of job could you get
now to help you reach this goal?

Matching Your Background and
Experience to fobs
Look at the abi l i t ies ( talents) ident i f ied
on your background and experience
list. You have talents that you use
everyday. Now find out what JOBS
can use your talents.

Start  at  your local Employment
Development Department (EDD)
office. Many EDD offices are
now located in One-Stoo Career
Centers where services from many
organizat ions are avai lable. Career
counsel ing may be avai lable to help
you match your experience and
background to jobs.

Whi le you are at the One-Stop Career
Center, ask to see the California
Occu pation al C u ides. fhe Cal ifor n i a
Occù, p atio n al C u i d e s fu rn i sh
information on Cal i fornia wages, job
out look, educat ion, and l icensing
requi rements for approximately
300 occupations. The Cuides offer
students and job seekers occupat ional
information to assist  with makine
informed career choices. Informäd
career decisions lead to a satisfying
work life. Visit the Labor Market
lnformation sect¡on on the EDD Web
site (www.edd.ca.sov) to learn more
about the California Occupational
Cuides and other resources.

lf you have access to the lnternet,
you can also conduct a search for
"occupat ional explorat ion." This wi l l
provide you with many resources to
research jobs for which you are most
suited.

Match  the  sk i l l s  and ab i l i t ies  in
your l ist  to the ski l ls and abi l i t ies of
di f ferent jobs. Do not l imit  yourself .
The important thing is not the job
t i t le ,  bu t  the  sk i l l s  and ab i l i t ies
required for the job. You may f ind
that your ski l ls and abi l i t ies match
with an occupation that you never
considered.
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Where to Get fob lnformation

After you have identif ied your ski l ls, knowledge, abil i ty, and talents,
you are ready to look for a job. You can f ind job opportunit ies and
employers with posit ions to f i l l  through one or more of the fol lowing
TCSOUTCCS:

. Networkìng. Tell everyone you
know you are looking for a job.
Ask about openings where your
friends work.

c Private employers. Contact
employers directly to market your
job talents. Talk to the person who
would supervise you even if there
are no jobs current ly open.

. The Employment Development
Department (EDD) and One-Stop
Career Centers offer a broad range
of employment,  t raining, and job
referral services. The EDD and
One-Stoo Career Centers also
sponsor job fairs to br ing employers
and job seekers together at a single
si te.  For more information, cal l
or v is i t  your local EDD off ice or
One-Stop Career Center listed in
the government section of the white
pages in the phone book.

. CallOBSsM is California's no-fee
Internet job search system. With
this job opening and résumé l ist ing
system, you can create a résumé
that can be seen by employers, and
at the same time look for jobs. You
can look for job openings anywhere
in California at www.caliobs.ca.sov.

. Internet Job Search. A successful
job search uses a combinat ion of al l
sources. Search employer,  alumni
associat ions, and labor exchange
Web sites. Always search from
general to specific.

. Federal, state, and local
government personnel offices list
a wide range of job opportunities.
Check the Covernment l ist ings in
your phone book and onl ine.

. Local public libraries have books
on occupations and often post local
job announcements. Many l ibrar ies
also orovide free access to the
lnternet.

o Newspaper ads list various job
openings.

. Local phone book. Look for career
counsel ing centers in your area
(some may require fees).

. Private employment and temporary
agencìes offer placement (an
employer or job hunter may pay a
fee).
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. Community colleges and trade
schools usually offer counseling
and job information to students and
the general  publ ic.

. Proprìetary schools. Private
training centers offer instruction in
specif ic t rades (tui t ion is usual ly
required). Check with your office
of state education for credible
schools.

. Community organizatìons such
as clubs, associat ions, women
and minori ty centers, and youth
organizat ions may offer job leads.

. Religious organizations frequently
operate employment services or
provide job search help.

. Veteran resource and placement
centers. Veterans social and service
organizations offer a variety of
career and employment services.
Call your local County Veteran
Service Organizat ion or local
One-Stop Career Center for more
information.

o Unions and apprenticeship
programs provide job opportunities
and information. Contact your state
apprenticeship counci I or relevant
labor union directly.

. Government-sponsored training
programs offer direct placement or
short- term training and placement
for appl icants who qual i fy.  Check
the yel low pages under Job Training
Programs or Covernment Services.

. Journals and newsletters for
professional or trade assocì atìons
often advertise job openings in their
field. Ask for these at the local
l ibrary.

Under the Civi l  Rights Act of  1964,
all of the sources listed above serve
persons of any race, color,  rel ig ion,
sex, or nat ional or igin.  The Age
Discr iminat ion in Employment Act of
1967 forbids agencies to discr iminate
against older workers, Both laws
forbid employers to discr iminate in
h i r ing .

In addit ion, the Americans with
Disabi l i t ies Act under Ti t le I  prohibi ts
employment d iscr im inat ion
against "qual i f ied individuals with
d isab i l i t ies . "  A  qua l i f ied  ind iv idua l
w i th  a  d isab i l i t y  i s  an  ind iv ídua l
with a disabi l i ty who meets the ski l l ,
experience, educat ion, and other
job-related requirements of a position
held or desired, and who, with or
without reasonable accommodation,
can perform the essential functions of
a  iob .
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Applications

It is important that you read the entire application form before you start to fil l it
out.  Read the instruct ions careful ly and fol low them exact ly.  Remember, the
appl icat ion is your f i rst  chance to present your ski l ls to the employer.

Employers review the information on the appl icat ions to decide who to
schedule for an interview. Be alert! Employers often judge the appearance of
an appl icat ion as a clue of the importance you put on the qual i ty of your work.

Tips to ti l l  Out a fob Application:

.  Creet the recept ionist  pol i tely when request ing or submitt ing an appl icat ion.
The receptionist's first impressions are often passed along.

. Have all the information on hand (refer to your master or practice
appl icat ion).

o Print  legibly and f i l l  out the form neat ly and accurately.
.  Leave no blanks. Wr¡te "Does not apply" or "Not Appl icable (N/A)."
. Explain lengthy gaps in your work history, for example, "attended school."
.  Read the appl icat ion careful ly,  some request information about pr ior

misdemeanor or felony convict ions. Answer truthful ly,  adding "wi l l  d iscuss
at interview." YoLi can be f i red for not tel l ing the truth on an appl icat ion.

.  Be sure to sign and date the appl icat ion.
r  Be sure to mai l  or return the appl icat ion to the correct person or place.

Common mistakes job seekers make on appl¡cations:

1. Not fol lowing direct ions
2. Missoel led words
3. Crossed out wri t ing
4. Not pr inted
5. Messy or wrinkled appl icat ion forms
6. Incomplete information or unanswered quest ions
7. Not applying for a specif ic posi t ion
B. Incomplete work history, or large unexplained gaps in work history
9. Overlapping or conf l ict ing employment dates with no explanat ion

10. Appl icat ion not turned in by the deadl ine
1 1 . Use of troublesome words, such as "quit" or "fired"
12. Forgett ing to sign the appl icat ion
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Master or Practice Application

A master or pract ice appl icat ion is useful  when inquir ing about a job or
submitt ing an appl icat ion.
PRACTICE APPLICATION - Comflete and carry with you on Wur job særch

let€phone Number (

Telephone Number (
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Cover Letters

Cover Letter

l f  you are applying for a job that requires a résumé, you should wri te a cover
letter to accompany your résumé.

The purpose of these letters is to:

-  tel l  how your job talents wi l l  benef i t  the company

- show why the employer should read your résumé or appl icat ion form

- ask for a job interview

Tips for writing cover letters include:

. Write a separate letter for each job application

. Type let ters on qual i ty B 1/2" x 11" paper

. Use the same paper and font for your résumé and cover letter
o Use proper sentence structure, correct spel l ing, and punctuat ion
. Convey personal warmth and enthusiasm
¡ Keep your letter short and to the point
.  Include an e-mai l  address i f  you have one
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Cover Letter

Mr. Clarence Brown, Supervisor
Norton Electronics
6543 Sunrise Ave.
Anytown, CA 04538

Dear Mr. Brown:

I am interested in the posit ion of electronic assembler you advert ised recently in the
Anytown Oracle.

Enclosed is a résumé that outl ines my experience and ski l ls in electronics and printed
circuit  board assembly. Please review it  and consider me for this opening. I  have
researched Norton Electronics and bel ieve you are a leader in the industry, producing
quali ty products, giving quali ty service, and anticipating future customer needs.

At your convenience, I  would l ike to meet with you to discuss ways my ski l ls might benefi t
Norton Electronics. I  may be reached aL778-4321 and also by e-mail  at rramirez@
XXXXXXX.COM.

I look forward to hearing from you.

Sincerely,

Rhonda Ramirez
304 Park Street
Anytown, CA 04536
e-mail :  rramirez@xxxxxxx.com

DE 6068 Rev.7 (2-08) (INTRANET) Page 13 + 25 Pages



Preparing Your Résumé

You want to apply for a job. Do you need a résumé? That depends on the kind
of job you are applying for:

Tips for Good Résumes

You need two types of information to
prepare your résumé:

'1 . Personal employment information.
You need to know your job
talents, work history, education,
and career goals.  Did you
complete your background and
experience list? lf you did, you
have information about yourself
required to prepare your résumé.

2. lob information. Cather specific
information on the job you are
applying for.  Here is what you
need:

.  Job dut ies ( to match your ski l ls
to the ski l ls needed for the
job).  Obtain job dut ies from
the job announcement.  l f  the
announcement or ad is vague,
cal l the employer and ask for a
descript ion of job dut ies.

nÉsutvtÉ REeUtRED Professiona l ,  techn ica l ,  admin istrat ive,
and managerial  jobs
Sales posit ions
Secretar ial ,  c ler ical ,  and other off ice
iobs

nÉsurvrÉ soMETrMEs REeUTREDSki l led jobs (examples: Baker,  Hotel
Clerk, Electrician, Drafter, Welder)
Semiski l led jobs (Securi ty Guard,
Electronic Assembler, Jan itor, etc.)

RÉSUMÉ NoT REQU¡RED Unski l led, quick turnover jobs
(Example: Fast Food Server, Laborers,
Machine Loader, Cannery Worker, etc.)
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. Education and experience . Do you have recent job
required (again, so you can experience at one or more
match your educat ion and companies?
experience with that required
for the job). lf your answer is yes, use a

REVERSE CHRONOLOCICAL
. Hours and shif ts usual ly résumé.

worked.
.  Are you a displaced

. Pay range (make their  homemaker?
top offer the minimum
acceptable!). . Are you a veteran and want to

with the information on yourserf : i"înilï i i l i tarv 
training to

and the job you are applying for,
you are ready to write your résumé. ¡ Do you have little or no job

experience?
Two Types of Résumés:

. Do you have gaps in your work
Reverse chronolosical  résumés historv?
l ist  jobs you have had. Your most
recent job is Iisted first, your job . ls the job you are applying for
before that is listed second, and so different from your present or
on. Each job has employment dates recent job?
and job dut ies.

. Do you want to emphasize your
Funct ional résumés describe work ski l ls and accomplishments
your ski l ls,  abi l i t ies, and instead of descr ibing your job
accomplishments that relate dut ies?
to the job you're applying for.
Employment history is less detai led l f  your answer to any of
than chronological  résumés. these quest ions is yes, use a

FUNCTIONAL résumé.
What kind of résumé should
you use? Answer the fol lowing The fol lowing pages have examples
questions: of both types of résumés and

suggestions on how to prepare
¡ Have you progressed up a them.

clearly def ined career ladder
and are looking for job
advancement?
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Tips for Preparing a Functional
Résumé:

. Study the duties for the job you are
applying for. ldentify two or three
general  ski l ls that are important for
the job.

. Review your background and
experience /rst. Find talents and

accompl ishments that demonstrate
your abi l i ty to perform the job
sk i l l s .

List  your talents and
accomplishments under the job
ski l ls they relate to.

Use simple, short ,  act ive
sentences.

l

This applicant is still in high school.
He wants to work part-time until he
graduates.

ROBERT YEE
1 39 River Lane

Ceder, C-A 01234
(513) 987-6s43

e-mai l :  ryee@xxxxxxx.com

OBIECTIVE: hrctime entry level position in Bookkeeping.

QUALIFICATIONS:

. Earned Except¡onal Accomplishment r¿ise al McDonald's.

. Excellenl al thinking through problem siluations.

. One year successful experience in Bookkeeping and C.rshier al McDonalds,

EXPERIENCE:

Eookkeeping

. Accurately completed bookkeeping ass¡gnments at McDonald's in half the usual
requ¡red.

. Recorded daily sales
- computed total ¡tems sold and tall ied total daily revenues
- Assembled monthly reports showing cashiering errors and audited

employee register records
.  Ver ¡ f iedaccuracyofvendor invo icesandhe lpedcomputeemployeehoursont ime

cards.
. Balanced family checkbook and helped pay bil ls.

AdministElive Support

. Assisted store mðn¿ger in training and assignìng employees.
- Prepared new employee personnel folders
- Called substitutes to cover durine i l lness or rush hours.

. Filed and retr¡eved oersonnel recoids,

. Posted and fi led official documents.

. Word processed letters; answered telephone; scheduled interyìews; made
reseryations.

WORK HISTORY:

EDUCATION &TRAINING:

Senior -  Ceder High School
Business courses: Account¡ng, Word Processing, Journal¡sm
President of school Bus¡ness Club
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This applicant is a high school dropout.
She has some paid experience, so her
résumé focuses on related experience
and her hobbv.

IENNIFER A,  IONG
21 5  Amber  Lane
Tuvax,  CA 94321

512-5432
e-mai l :  j l ong@xxxxxxx ,com

IOB OBIECTIVE: position as a hralegal

QUATIFICATIONS & EXPERIENCE:

. Strong interest in the law; I spend much of my spare time:

- readin8 transcr¡pts of old law cases (from law books at the l ibrary)
- watch¡ng legal/educational programs onTV

. Exper¡ence as a Letal Secretaryi

- updated and maintained the fi l ing system
- processed documenls on the word processor
- processed and delivered the mail
- answered the phone and made appointments with clients

. Skil ls:

- word processing
- can take dictat¡on
- have an ¡nvest¡g¿live and cur¡ous nalure

. Academic:

- studied business law and legal princ¡ples in high school and communìty college

EMPLOYMENT HISTORY:

Legal Secretary - Kramer & Kranre¡ Truly. C-A
Recept¡onisl - Walter Smyte, MD, Swiss, C.A
Food Server - Burger KinB, Swiss, C

1 997-Present
1995-97
I 993-95

EDUCATION:

Mooney College - Secretarial courses - two semesters I 994
Lonemont Community College - Bus¡ness courses - three semesters I 995
Lonemont Adult School - Equivalency certif icate I 993
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Tips for Preparing a Reverse
Chronological Résumé:

List your jobs starting with your
present or most recent job. Avoid
exact dates - just give years if
possible.

Brief ly descr ibe the main dut ies
you performed in each job.

Emphasize dut ies that are
important for the job you are
applying for.

Use simple, short ,  act ive
sentences.

)

)

I

i
Ì
t :

This applicant has steady employment.
Each new job has increased
responsibilìty.

roursE f oHNsoN | 
-- *' '  '  '*:, '  

,
543 River Court I feSPOnSlDl
Nashvìlìe, CA 3721g
(sr6)  984-1000
e-mai l :  l johnson@xxxxxxx.com

OBIECTIVE: ADMINISTRATIvE ASSISTANT

EXPERIENCE:

Since 2000 Personal Secretary, Cotton 6in lnc., Nashville, Tennessee

1989-94

1 986-89

SKILtSr

Secretary to Personnel Directol Duties ¡ncluded laking dictation, word
processìng, and schedul¡ng meet¡ngs.

Secretary Cotton Cin Inc., Nashv¡lle, Tennessee. One of I 3 word
processors in legal departmenl. Dulies ¡ncluded entering
and forms in the computet prool reading legal documents, and
processing the ma¡1.

Clerk-Typist, Raymond Sewing Factory Memphis, Tennessee.
Dutìes included typ¡ng forms, processing mail, establishing, and
maintaininE fi l¡ng system.

Receptionist, D, W Meringue, D,D.5., Memphis, Tennessee.
Duties included answer¡ng telephone, schedulinB appointments, greeting
pat¡ents, and processing bil l ings.

Can take dictation
Word process¡ng
Typing
Cood organizational skil ls

EDUCATION: UndeMood High School, Nashvil le, Tennessee. High school diploma
w¡th emphasis in bus¡ness education.

Membet Nat ional Honor Society
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Ten Tips for the Effective Résumé
The following rules apply to all résumés:

1 . lf possible, use a computer to prepare
your résumé. There are computer
programs that make it easy to produce
a professional looking résumé. Your
local school, l ibrary, local One-Stop
Career Centet or "quick print" shop
can help.

2.  Do not  inc lude i r re levant  personal
information (age, weight, height,
marital status, etc.)

Do not  inc lude salary and wages.

Center or justify all headings. Do not
use abbreviations.

Action Verbs
Action verbs give your résumé power and
direction. Try to begin all skil l  statements
with an action verb. Here is a sample of
action verbs for different tvoes of skil ls.

Creative skills
conceptualized
created
designed
established
fashioned
i I I ustrated
invented
performed

Helping skil ls
assessed
coached
counseled
diagnosed
fac i I itated
represented

Financial skil ls
administered
analyzed
balanced
budgeted
forecast
marketed
planned
nrniorf  or l

Research skills
clarif ied
evaluated
identif ied
inspected
organized
summarized

Management skills
adminis tered
analyzed
coordinated
developed
directed
evaluated
improved
supervised

Technical skil ls
assembled
bu  i l t
ca lcu lated
designed
operated
overhauled
remodeled
repaired

arranged
catalogued
compi led
generated

Calf OBSsM
CaIJOBSSM can help with your résumé. Through CaIJOBSSM www.caliobs.ca.gov you
will be guided through the step-by-step process of creating a chronological résumé.
This résumé can then be v iewed by employers seeking indiv iduals wi th your  sk i l ls  and
can also be printed for your own use.

Be positive. ldentify accomplishments.

Use action verbs (see the l ist below).

Be specific. Use concise sentences.
Keep it short (one page is best).

Be sure your résumé "looks good"
(neat and easy to read).

Proofread the master copy carefully.
Have someone else proofread the
master copy carefully.

10. Inspect photocopies for clarity,
smudges, and marks.

5 .

o .

7 .

B .

9 .

t ,

l i

t '

3 .

¡ .
i

Æ

Clerical skil ls
organized
processed
systematized

Communication skil ls
arranged drafted
addressed formulated
authored oersuaded
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Interviewing

Most hir ing decisions are made at the f i rst  interview. How you come across in
that interview could be as important as your experience and job talents.

Here are some interviewing t ips that wi l l  help you get the job you want.

Before the tnterview:

Learn as much as you can about
the company's salar ies and
benefits. Friends, neighbors,
and relatives who work for the
company are good sources of
information. Librar ies, local
chambers of commerce are also
helpful ,  and check the Internet for
a company Web si te.

Learn everything you can about
the job and how your previous
experience and training qual i fy
you for the lob.

Wri te down the things you wi l l
need to complete appl icat ions:

-Your background and
experience /rst (contains names
of'former employers, schools,
training, etc.) .

-  A résumé or summary of your
work experience.

* A master or practice
appl icat ion.

-  Samples of your work ( i f
pract ical) .  Also include any
work-related or community
service awards that you have
received.

.  Be sure to br ing your social
security card, driver's license,
andlor photo ident i f icat ion, union
card, mi l i tary records, or other
documents that establ ish ident i ty
and prove authorizat ion to work.

The lnterview:

. Dress for the interview as you
would for the job. Do not
overdress or look too informal.

. Always go to the interview
alone. Arrange for baby sitters,
transportation, and other
foreseeable needs ahead of time
so that you can be on t ime and
relaxed in the interview.

.  Find common ground with the
employer. Pictures, books, plants,
etc., in the employer's office can
be conversation items leading into
the interview (this can make both
of you more comfortable).
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. Express your interest in the job and
the company using information
you gathered to prepare for the
interview.

. Let the interviewer direct the
conversat ion.

.  Answer quest ions in a clear and
posit ive manner.  Show how your
experience and training wi l l  make
you productive in the shortest time
wi th  min ima l  superv is ion .

Noter

. Speak positively of former
employers and coworkers no
matter why you left, even if you
were fired from the job.

.  Let the employer lead into
conversations about benefits. Your
focus on these items can be a
"Iurn oÍ1." But, do not be afraid to
ask quest ions about things that you
really need to know.

. When discussing salary, be
f lexible-avoid naming a specif ic
salary when possible. l f  you are
too high, you r isk not gett ing
the job. lf you are too low,
you undersel l  yourself .  Answer
quest ions on salary requirements
with responses such as, " l  am
interested in the job as a career
opportunity so I  am negot iable on
the starting salary." Negotiate, but
do not sell yourself short.

"Closing" the Interview:

. lf the employer does not offer you
a job or say when you wi l l  hear
about i t ,  ask when you may cal l  to
f ind out about the decision.

.  l f  the employer asks you to cal l  or
return for another interview, make
a written note of the time, date,
and olace.

. Thank the employer for the
interview and reaffirm your interesl
and qual i f icat ions for the job.
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TESTING

For some jobs, you may need . Honesty and Integrìty tests
to take a test.  Usual ly,  the job evaluate the l ikel ihood of steal ing
announcement or ad wi l l  say i f  a test and trustworthiness of appl icants.
is required.

. Physical ability fesfs measure
There are several types of selection strength, flexibility, stamina, and
and job fitness tests: speed for jobs that require physical

perïormance.
. Aptìtude fests predict your ability

to learn and perform job tasks. . Medical examìnatìons and fesfs
determine physical  abi l i ty to do a

. lob knowledge and proficiency job.
fesfs measure what you know
and what you can do in a job (for . Drug fesfs show the presence of
example, word processing speed i l legal drugs that could impair
for a secretarial job, knowledge of job performance and threaten the
street names, and routes for a fire safety of others.
fighter job).

How to prepare for tests:
. Literacy fesfs measure reading and

ari thmetic levels.  You cannot study direct ly for apt i tude
tests. But you can get ready to do

. Personality tests help identify your best by taking other tests. Look
your personal style in deal ing with for tests or quizzes in magazines,
tasks and other people. Certain onl ine, and in school books. Set t ime
personal i t ies can be wel l -sui ted for l imits.  By taking pract ice tests,  you
some jobs and not so well-suited can learn about the testing process.
for other jobs. For example, an This helps you feel more comfortable
outgoing person may be well- when you are tested.
sui ted for a sales iob.
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Brush up on job ski l ls.  For example,
if you are taking a typing test,
pract ice typing. l f  you are taking a
construction test, review books and
b luepr in ts .

Cet ready for physical tests by doing
act iv i t ¡es simi lar to those required for
the job.

For literacy tests, review and do
exercises in reading and math books
or enrol l  in remedial  c lasses.

It is natural to be nervous about tests
(some anxiety may even help you).

Here are some t ips that wi l l  help you
take most tests:

1 . Make a list of what you need for
the test (penci l ,  eye glasses, 1.D.,
etc.) .  Check i t  before leaving.

2. Cet a good night 's sleep.

3. l f  you are sick, cal l  and
reschedule the test.

4. Leave for the test site early.

l f  you have any physical
di f f icul t ies, tel l  the test
administrator.

lf you do not understand the test
instruct ions, ASK FOR HELP
before the test begins.

l f  there are str ict  t ime l imits,
budget your t ime. Do not l inger
over di f f icul t  quest ions.

Find out i f  you are penal ized for
wrong answers. lf not, guess on
quest ions you are not sure about.

lf you have time, review your
answers. Check to be sure you
did not misread a quest ion or
make careless m istakes.

You may be able to retake the test.
Ask about the retesting policy.

Request a complete interpretat ion
of your scores. The results may
indicate addit ional career paths
to pursue.

5 .

6 .

7 .

9 .

1 0 .

1 1 .
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After the Interview

Make each interview a learning experience. After it is over, prepare an
evaluation of how the interview went. What did I learn from the interview?
Do so even if you decide that you would not want the job. This step is to
evaluate your ski l ls in an interview.

A thank you note is always appropriate. l t  should:

. Be handwritten only if you have very good handwriting. Typed notes are
now wel l-accepted.

.  Be on good qual i ty white,  grey, or cream-t inted paper.

.  Be simple and br ief .  Include inserts or new mater ial  only i f  requested.

. Express appreciation for the interviewer's time.

.  Show enthusiasm for the job and the company.

.  Re-emphasize that you want and can do the job, i f  that is the case.

.  lnclude contact information.

.  Include a complete signature.
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foB SEARCH CHECKLTST
Complete items 1-4 on this checklist before starting your job search
Complete item 5 each day of your job search
Complete items 6-9 when you have interviews

r' - Check completed items

1.  PLAN YOUR
TIME

-Wake up early to start lookìng for work.
-Make a "to do" list of everythìng you will do to Iook for a job.
-Work hard all day to find a iob.
-Reward yourself (do a hobby or sport, v¡s¡t friends, etc.)!

2,  IDENTIFY
OCCUPATIONS

-Make a background and experience list.
-Review informat ion on jobs.
-ldentify jobs that use your talents.

3 .  I D E N T I F Y
EMPLOYERS

-Ask relat¡ves, friends, etc., to help you look for job open¡ngs.
-Visit your local One-Stop Career Center.
-Contact employers to get company and job information.
-Utilize other sources (page 8-10) to get job leads.
-Obtaìn job announcements and descriptions.
-Look for job openings on CalJOBSs" at !44ytça!johs.ea=gpy.

4. PREPARE
MATERIALS

-Write résumés (if needed). Use job announcements to "fit" your
ski l ls  wi th job requirements.

-Write cover letters or letters of application.
-Assemble a job search kìt: pens, wr¡ting tablet, maps, public

transportation guides, clean copies of résumés and applications,
background and experience lìst, Social Security Card, and picture
tD.

5. CONTACT
EMPLOYERS

-Call employers directly (even if they are not advertising openings).
Talk to the person who would supervìse you if you were hired.

-Co to companies to i i l l  out  appl icat ions.
-Contact your friends and relatives to see ¡f they know about any

openi ngs.

6. PREPARE FOR
INTERVIEWS

-Learn about the company you are interviewing wìth.
-Review job announcements to determ¡ne how your ski l ls  wi l l  help

you do the job,
-Assembìe résumés, appìication forms, etc,, (make sure everything

¡s neat).
-Arrange for baby-siners, transportation, etc.
-Cive yourself plenty of time.

7. CO TO
INTERVIEWS

-Dress right for the interview.
-Co a lone.
-Be c lean,  conc ise ,  and pos i t i ve .
-Thank the i nterviewer.

B. EVALUATE
INTERVIEWS

-Send a signed hard copy thank you letter (typed if possibìe) to the
¡nterviewer within 24 hours of the ¡nterv¡ew.

-Think about how you could ìmprove the interview.

9. TAKE TESTS -Find out about the test(s) you are takìng
-Brush up on job ski l ls .
-Relax and be confident.

10.  ACCEPTTHE
J O B !

-Understand job duties and expectâtions, work hours, salary,
benefits, etc.

-Be flexible regarding salary (but don't sell yourself short).
-CONCRATULATIONS!
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STATE OF CALIFORNIA

TABOR AND WORKFORCE DEVETOPMENT AGENCY

EMPTOYMENT DEVETOPMENT DEPARTMENT

This publication has been adapted from the U.S. Department of Labor
Publ icat ion "A-130 (1996). '  The information has been enhanced and tai lored to
meet the specific needs of California job seekers.

For more information about services offered by the Employment Development
Department, visit the Web site at www.edd.ca.gov

EDD is an equal opportunity employer/program. Auxi l iary aids and services are
avaì lable upon request to individuals with disabi l i t ies.
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Verification of
Authorization to Work

The lmmigrat ion Reform and ControlAct
requires al l  U.S. employers to ver i fy the
employment  e l ig ib i l i t y  and ident i t y  o f  a l l
employees hired to work in the United States
after November 6, 1986.

Effect ive January 1 ,  1994, only those
individuals ver i f ied to be U.S. ci t izens or
persons legal ly authorized to work in the
United States may receive employment and
training services from any:

. State or local government agency;

o Community act ion agency; or

r Private entity contracting with a state or
local government agency within Cal i fornia
to perform such services.

(Secondary schools and adult  educat ion
programs excluded.)

To comply  w i th  th is  leg is la t ion ,  the  EDD wi l l
ask to see documentary proof of authorization
to work of everlz individual seeking in-person
employment related services from the
department pr ior to orovidins services.

Appeal Rights

Individuals may appeal denial  of  services due
to lack of documentary proof of authorizat ion
io work. Contact the nearest EDD office
regarding departmental  appeal procedures.

LABOR AND WORKFORCE DEVELOPMENT AGENCY

STATE OF CALIFORNIA

EMPLOYMENT DEVELOPMENT DEPARTMENT

E m p l o y m e n t
Deve lopmen t

www.edd.ca.gov

C a l i f o r n i a

Attent¡on All

State and federal  laws prohibi t  discr iminat ion
against job seekers on the basis of ancestry,
race, or nat ional or igin.

fob Seekers

California state law requires that
all job seekers show proof of

authorization to work pr¡or to
rece¡v¡ng employment

services from the Employment
Development Department (EDD)
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list of all acceptable documents to use
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I IST A

Documents That Establish Both ldentitv and
Employment Eligibility

1. U.S. Passport  (unexpired or expired)

2. Permanent Resident Card orAl ien
Registration Receipt Card (Form I-551)

3. An unexpired foreign passport  with a
temporary 155 / stamp

4. An unexpired Employment
Authorizat ion Document that contains
a photograph
(Form I-766, l-688, \-688A, l-688B)

5. An unexpired foreign passport  with an
unexpired Arr ival-Departure Record,
Form I-94, bearing the same name as
the passport  and containing an
endorsement of the al ien's
nonimmigrant status, i f  that status
authorizes the al ien to work for the
employer

A document from LIST A is sufficient by itself to establish identity and authorization to work.
f f a document from LIST B is used, it must be accompanied by a document from LIST C.

Here's What You Need to Provide

t IST B
Documents that Ëstablish ldentitv

Driver 's l icense or ID card issued by a state
or out ly ing possession of the U.S. provided
it  contains a photograph or information
such as name, date of birth, gender, height,
eve color, and address.

lD card issued by federal, state or local
government agencies or ent i t ies, provided
it  contains a photograph or information
such as name, date of birth, gender, height,
eye color,  and address.

School lD card with a photograph

Voter's registration card

U.S. Mi l i tary card or draft  record

Mil i tary dependent 's ID card

U.S. Coast Cuard Merchant Mariner Card

Native American tr ibal  document

Driver 's l icense issued by a Canadian
government entity

1 .

Iz .

3 .

+ -
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6 .

7 .

B .

9 .

I IST C
Documents That Establish
Employment Eligibility

U.S. Social  Securi ty card issued by the
Social Security Administration (other than a
card stating it ¡s not valid for employment)

Cert i f icat ion of Bir th Abroad issued by the
Department of State (Form FS-545 or
Form DS-1350)

Original  or cert i f ied copy of a bir th
certJficate issued by a státe, county,
municipal  authori ty,  or out ly ing póssession
of the United StateS bearing aricjfficial seal

Nat ive American tr ibal  document

U.S. Cit izen lD Card (Form l-197)

ID Card for use of Resident Cit izen in the
United States lForm l-179)

U nexpired employment authorizat ion
document issued by DHS (other than those
Iisted under List A)

For persons under age 1B who are unable to
present a document listed above:

1 0 .

1 1 .

1 2 .

School record or report card

Cl inic,  doctor,  or hospital  record

Day-care or nursery school record

/1
l -

5 .

6 .

7 .



Fact Sheet 
 
U. S. Department of Labor 
Employee Benefits Security Administration 
April 26, 2010 
 
 

COBRA PREMIUM REDUCTION  
  
The American Recovery and Reinvestment Act of 2009 (ARRA), as amended, provides for premium 
reductions for health benefits under the Consolidated Omnibus Budget Reconciliation Act of 1985, 
commonly called COBRA. The premium assistance is also available for continuation coverage under 
certain State laws. “Assistance Eligible Individuals” pay only 35 percent of their COBRA premiums; the 
remaining 65 percent is reimbursed to the coverage provider through a tax credit. The premium reduction 
applies to periods of health coverage that began on or after February 17, 2009 and lasts for up to 15 
months.  
 
Eligibility for the Premium Reduction 
 
An "assistance eligible individual" is the employee or a member of his/her family who elects COBRA 
coverage timely following a qualifying event related to an involuntary termination of employment that 
occurs at any point from: 

 September 1, 2008 through May 31, 2010; or 
 March 2, 2010 through May 31, 2010 if: 

o the involuntary termination follows a qualifying event that was a reduction of hours; and  
o the reduction of hours occurred at any time from September 1, 2008 through May 31, 

2010.  (A reduction of hours is a qualifying event when the employee and his/her family 
lose coverage because the employee, though still employed, is no longer working enough 
hours to satisfy the group health plan’s eligibility requirements.)  

 
 Generally, the maximum period of continuation coverage is measured from the date of the 

original qualifying event (for Federal COBRA, this is generally 18 months). However, ARRA, as 
amended, provides that the 15 month premium reduction period begins on the first day of the 
first period of coverage for which an individual is “assistance eligible.” This is of particular 
importance to individuals who experience an involuntary termination following a reduction of 
hours. Only individuals who have additional periods of COBRA (or state continuation) coverage 
remaining after they become assistance eligible are entitled to the premium reduction. 

 
 For purposes of ARRA, COBRA continuation coverage includes continuation coverage required 

under Federal law (COBRA or Temporary Continuation Coverage) or a State law that provides 
comparable continuation coverage (for example, so-called "mini-COBRA" laws).  

 
 Those who are eligible for other group health coverage (such as a spouse's plan or new employer’s 

plan) or Medicare are not eligible for the premium reduction. There is no premium reduction for 
periods of coverage that began prior to February 17, 2009.  

 
 Assistance eligible individuals who pay 35 percent of their COBRA premium must be treated as 

having paid the full amount. The premium reduction (65 percent of the full premium) is 
reimbursable to the employer, insurer or health plan as a credit against certain employment taxes.  

 



What is COBRA?  
 
COBRA gives workers and their families who lose their health benefits the right to purchase group health 
coverage provided by the plan under certain circumstances. 
 
If the employer continues to offer a group health plan, the employee and his/her family can retain their 
group health coverage for up to 18 months by paying group rates. The COBRA premium may be higher 
than what the individual was paying while employed, but generally the cost is lower than that for 
private, individual health insurance coverage. 
 
The plan administrator must notify affected employees of their right to elect COBRA. The employee and 
his/her family each have 60 days to elect the COBRA coverage; otherwise, they lose all rights to COBRA 
benefits. 
 
COBRA generally does not apply to plans sponsored by employers with fewer than 20 employees. Many 
States have similar requirements for insurance companies that provide coverage to small employers. The 
premium reduction is available for insurers covered by these State laws. 
 
Period of Coverage  
 
The premium reduction applies to periods of coverage beginning on or after February 17, 2009. A period 
of coverage is a month or shorter period for which the plan charges a COBRA premium. The premium 
reduction for an individual ends upon eligibility for other group coverage (or Medicare), after 15 months 
of the reduction, or when the maximum period of COBRA coverage ends, whichever occurs first. 
Individuals paying reduced COBRA premiums must inform their plans if they become eligible for 
coverage under another group health plan or Medicare. 
 
Notice Requirements  
 
ARRA, as amended by the Continuing Extension Act of 2010 (CEA), mandates that plans notify certain 
current and former participants and beneficiaries about the premium reduction. The Department has 
updated its existing models to help plans and individuals comply with these requirements. Each model 
notice is designed for a particular group of individuals and contains information to help satisfy ARRA's 
notice provisions, including those modified by CEA. 
 
Plans subject to the Federal COBRA provisions must provide a General Notice to all qualified beneficiaries, 
not just covered employees, who experienced a qualifying event at any time from September 1, 2008 
through May 31, 2010, regardless of the type of qualifying event, and who have not yet been provided 
an election notice.  Plans MUST provide the updated General Notice within the required timeframes for 
providing a COBRA election notice. The updated model General Notice includes information on the 
premium reduction as well as information required in a COBRA election notice. 
 
Plans that are subject to COBRA continuation provisions under Federal or State law should provide a 
Notice of New Election Period to ALL individuals who: 
 

 experienced a qualifying event that was a reduction of hours at any time from September 1, 2008 
through May 31, 2010;  

 subsequently experience a termination of employment at any point from March 2, 2010 through 
May 31, 2010; AND  

 either did not elect COBRA continuation coverage when it was first offered OR elected but 
subsequently discontinued COBRA.  

 
Generally, individuals who have experienced a qualifying event that consists of a reduction of hours and 
who, from March 2, 2010 through May 31, 2010, experience an involuntary termination of 



employment MUST be provided this notice within 60 days of the event.  Pursuant to CEA, for the April 1, 
2010 through April 14, 2010 period, the notice requirement attaches to any termination of employment.  
The Department strongly recommends that notice be provided to individuals who experienced any 
termination of employment because employers may be subject to civil penalties if it is later determined 
that the termination was involuntary and notice was not provided. The Department has updated its 
model Notice of New Election Period.  Using this model to provide notice to these individuals satisfies the 
requirements of ARRA, as amended by CEA. 
 
Plan administrators must also provide notice to certain other individuals who have already been provided 
a COBRA election notice that did not include information regarding ARRA, as amended by CEA. The 
Department has updated two existing models to assist plans in these areas. 
 
Plans that are subject to COBRA continuation provisions under Federal law and insurers subject to 
continuation coverage requirements under State law must provide the Supplemental Information Notice. 
It should be provided to ALL individuals who elected and maintained continuation coverage based on the 
following qualifying events: 
 

 terminations of employment that occurred at some time on or after March 1, 2010 through April 
14, 2010 for which notice of the availability of the premium reduction available under ARRA was 
not given; or  

 reductions of hours that occurred during the period from September 1, 2008 through May 31, 
2010 which were followed by a termination of the employee's employment that occurred on or 
after March 2, 2010 and by May 31, 2010.  

 
For the first item above plans MUST provide this notice to all individuals with a qualifying event related 
to any termination of employment if they have not already been provided notice of their rights under 
ARRA. This notice must be provided before the end of the required time period for providing a COBRA 
election notice.   For the second item above, generally, individuals who experience an involuntary 
termination of employment from March 2, 2010 through May 31, 2010 after experiencing a qualifying 
event that consists of a reduction of hours MUST be provided this notice within 60 days of the 
termination of employment.  However, as has been noted, CEA requires plans to provide notices to all 
individuals with qualifying events related to ANY termination of employment that occurred from April 1, 
2010 through April 14, 2010.  In those cases, this notice MUST be provided before the end of the required 
time period for providing a COBRA election notice.1  Because employers may be subject to civil penalties if 
it is later determined that the termination was involuntary, the Department strongly recommends that 
notice be provided to individuals who experienced any termination of employment.  The Department has 
updated its model Supplemental Information Notice.  Using this model to provide notice to these 
individuals satisfies the requirements of ARRA, as amended by CEA. 
 
Plans that are subject to COBRA continuation provisions under Federal law and insurers subject to 
continuation coverage requirements under State law must provide the Notice of Extended Election Period. 
It must include the information described above and be provided to ALL individuals who experienced a 
qualifying event that was a termination of employment from April 1, 2010 through April 14, 2010, 
were provided notice that did not inform them of their rights under ARRA, as amended by CEA, and 
either chose not to elect COBRA continuation coverage at that time OR elected COBRA but subsequently 
discontinued that coverage. This notice MUST be provided before the end of the required time period for 
providing a COBRA election notice. The Department has updated its model Notice of Extended Election 
Period. Using this model satisfies the requirements of ARRA, as amended by CEA. 
 
Insurance issuers that provide group health insurance coverage must provide notice to persons who 
became eligible for continuation coverage under a State law. The Department updated its model 

                                                 
1 ARRA section 3001(a)(7) provides that COBRA election notices provided for qualifying events occurring during the 
effective dates of the premium reduction program are not complete if they fail to include information on the 
availability of the premium reduction. 



Alternative Notice to assist issuers with satisfying this requirement. However, continuation coverage 
requirements vary among States and issuers should modify this model notice as necessary to conform it 
to the applicable State law. Issuers may also find one (or more) of the other models appropriate for use in 
certain situations. 
 
Expedited Review of Denials of Premium Reduction  
 
Individuals who are denied treatment as assistance eligible individuals and thus are denied eligibility for 
the premium reduction (whether by their plan, employer or insurer) may request an expedited review of 
the denial by the U.S. Department of Labor. The Department must make a determination within 15 
business days of receipt of a completed request for review. The official application form is available at 
www.dol.gov/COBRA and can be filed online or submitted by fax or mail. 
 
Switching Benefit Options  
 
If an employer offers additional coverage options to active employees, the employer may (but is not 
required to) allow assistance eligible individuals to switch the coverage options they had when they 
became eligible for COBRA. To retain eligibility for the ARRA premium reduction, the different coverage 
must have the same or lower premiums as the individual's original coverage. The different coverage 
cannot be coverage that provides only dental, vision, a health flexible spending account, or coverage for 
treatment that is furnished in an on-site facility maintained by the employer. 
 
Income limits  
 
If an individual's modified adjusted gross income for the tax year in which the premium assistance is 
received exceeds $145,000 (or $290,000 for joint filers), then the amount of the premium reduction 
during the tax year must be repaid. For taxpayers with adjusted gross income between $125,000 and 
$145,000 (or $250,000 and $290,000 for joint filers), the amount of the premium reduction that must 
be repaid is reduced proportionately. Individuals may permanently waive the right to premium reduction 
but may not later obtain the premium reduction if their adjusted gross incomes end up below the limits. 
If you think that your income may exceed the amounts above, consult your tax preparer or contact the 
IRS at www.irs.gov. 
 
New Penalty Provision  
 
ARRA provides that the appropriate Secretary may assess a penalty against a plan sponsor or health 
insurance issuer of up to $110 per day for each failure to comply with such Secretary’s determination 10 
days after the date of the plan sponsor’s or issuer’s receipt of the determination. 
 
For further information, visit www.dol.gov/COBRA, contact EBSA electronically at 
www.askebsa.dol.gov, or call a Benefits Advisor toll-free at 1-866-444-3272. 
 
 
 
 
 
 
 
This fact sheet has been developed by the U.S. Department of Labor, Employee Benefits Security Administration, Washington, DC 
20210. It will be made available in alternate formats upon request: Voice phone: 202-693-8664; TTY: 202-501-3911. In 
addition, the information in this fact sheet constitutes a small entity compliance guide for purposes of the Small Business 
Regulatory Enforcement Fairness Act of 1996. 
 

http://www.irs.gov/
www.dol.gov/COBRA
http://www.askebsa.dol.gov/
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CalJOBSSM

CalJOBSSM is 
California’s no-fee Internet job search 
system. With our job opening and 
résumé listing system, you can create 
a résumé that can be seen by 
employers utilizing the Internet, 
and at the same time look for jobs.

If you don’t have access  
to a computer
that has Internet connectivity, visit 
your local EDD office or One-Stop 
Career Center. Computers are 
available at those locations
for your use.

CalJOBSSM was designed to  
be simple to operate. No computer 
or typing experience is required. The 
program quickly guides you through 
the résumé preparation and job 
seeking process.

CalJOBSSM is accessible 
to the public
24 hours per day, seven days per week.

EDD is an equal opportunity employer/program. 
Auxiliary aids and services are available upon 
request to individuals with disabilities.

DE 2456 Rev. 8 (4-08) (INTRANET)    Page 1 of 2

Thousands of job openings listed 
daily for your review

Create a marketable résumé for you

Self-referral to job openings

No fees

Widely available
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Apply online with CalJOBSSM 

at: www.caljobs.ca.gov
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WHY
should I use
CalJOBSSM

CalJOBSSM

it’s easy as...
Register
Today

REGISTRATION
To register in CalJOBSSM you simply 
complete the online application and 
create your own logon information. 
Logon information includes a userid 
and password. Once registered, you 
can begin your job search.

LOG ON TO ANY 
COMPUTER THAT 
HAS INTERNET 
ACCESS
Enter your userid and password, then 
follow the on-screen instructions.

SEARCH AND APPLY
FOR JOBS
You can immediately locate job 
openings for which you qualify. 
CalJOBSSM can also automatically 
search the database for new openings 
each night and inform you of 
matches by e-mail through a 
feature called Job Scout. 

Wide variety of job openings listed
Job openings range from entry to executive level.

Résumé preparation
CalJOBSSM can format an electronic résumé for 
you that can be viewed by employers statewide.

Save time and money
You don’t have to take time out of your schedule 
to come to EDD. You can use CalJOBSSM  
anywhere the Internet is available. CalJOBSSM 
can even search for you automatically, sending 
you daily e-mails to notify you of matches. Best 
of all, there is no fee to use CalJOBSSM.

Available at a location near you
CalJOBSSM is available at EDD, One-Stop 
Career Centers, or any location having 
access to the Internet.

It’s easy
Log on to CalJOBSSM at an EDD Workforce Services 
Office, One-Stop Career Center, or from any 

location having access to the Internet. Answer 
the on-screen questions, and begin your job 
search. Within minutes you will be looking 
through thousands of job openings statewide.

Is there someone I can
talk to if I need help?
If additional assistance is needed, you can 
speak directly with one of our representa-
tives by calling our CalJOBSSM Customer 
Support Desk toll-free at (800) 758-0398, 
Monday through Friday, 8 a.m. to 5 p.m.
 
For more information
about CalJOBSSM: 
For the location of your nearest EDD 
Workforce Services Office or One-Stop 
Career Center, please visit EDD’s Internet 
site at www.edd.ca.gov. Locations of EDD 
sites can also be found in the white pages 
of your local telephone directory under 
”State Government Offices, Employment 
Development Department, Job Service 
Information.”
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FOR YOUR BENEFIT
The purpose of this pamphlet is to inform you about programs offered 
by the Employment Development Department (EDD) for the benefi t of 
unemployed Californians.

You may also learn more about services provided by the Department by 
accessing the EDD home page at www.edd.ca.gov.  You may submit 
questions electronically through “Contact EDD” located at the bottom of 
the EDD home page.

Unemployment Insurance ...................................................................... 2
 Unemployment Insurance provides income to workers who become 

unemployed through no fault of their own and other work is not 
available.

Disability Insurance .............................................................................. 15
 Disability Insurance (DI) is a component of the State Disability 

Insurance (SDI) Program and provides benefi ts to eligible workers 
experiencing a loss of wages when they are unable to perform their 
regular or customary work due to a non-work-related illness or 

 injury, pregnancy or childbirth.

Paid Family Leave ................................................................................. 17
 Paid Family Leave (PFL) is a component of SDI and provides 

benefi ts
  to individuals unable to work because they need to care for a 

seriously ill family member or bond with a new minor child.

Workforce Services .............................................................................. 18
 The EDD’s Workforce Services helps job seekers fi nd suitable 

employment.

This pamphlet is for general information only and does 
not have the force and effect of law, rule, or regulation. 
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UNEMPLOYMENT INSURANCE
Unemployment Insurance (UI) is an insurance program that is paid for by 
your employer. It provides you with an income when you are out of work 
through no fault of your own.

WHO SHOULD FILE
You may be eligible to receive UI benefi ts if you are out of work or your 
hours are reduced and you are:

• Physically able to work.

• Actively seeking work.

• Ready to accept work.

WHEN TO FILE
You should apply for benefi ts as soon as you are unemployed or your 
hours are reduced.  Your claim cannot begin until you fi le for benefi ts.  
Your claim will be effective the Sunday of the week that you fi le your 
claim.  All claims have a one-week, unpaid waiting period.

WHAT YOU NEED TO FILE
To determine if you are eligible to receive benefi ts, you will be asked a 
variety of questions, such as information about your past employers and 
the reason you are out of work.  To ensure your claim is fi led as quickly 
as possible, you should have the following information ready before you 
fi le your claim:

• Your name, address, telephone number, birth date, and social 
security number (SSN).

• Your last employer’s name, address, telephone number, and last date 
worked. 

• The specifi c reason you are no longer working.

• Your citizenship status, and if applicable, your alien registration 
number and date of expiration.

• Driver’s license number or state issued identifi cation card number.

• Past work records and dates worked including the names, dates 
of work and wages earned for all of your employers for the last 18 
months, including employers in other states.

NOTE:  Your last employer’s name and address are very important; 
regardless of how long you worked for this employer or whether this last 
job was in your usual line of work.

PENALTIES
If you willfully give false information or withhold information to claim 
benefi ts, EDD will assess a false statement disqualifi cation.  A false 
statement disqualifi cation is a penalty that denies you benefi ts from 2 to 
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23 weeks.  The penalty stays on your record for three years or until 
served,  whichever comes fi rst.  To serve the penalty weeks, you must 
mail in your Continued Claim forms each week, and be otherwise eligible 
for benefi ts each week claimed.

It is illegal to willfully make false statements or knowingly fail to report 
all facts to receive benefi ts.  Making a false statement or withholding 
information to receive benefi ts can be a felony.  A person convicted under 
Section 2101 of the Unemployment Insurance Code will lose the right 
to collect benefi ts for 52 weeks.  Penalties may include both fi nes and 
criminal prosecution.

HOW TO FILE
You may fi le a UI claim by using one of the methods listed below:

• ON-LINE
File on-line with eApply4UI − the fast, easy way to fi le a UI claim!  
Available in English and Spanish, you can fi le a new claim, reactivate 
an existing claim, or fi le for extended benefi ts (when these benefi ts 
are available) using eApply4UI.  It is secure, reliable, and available 24 
hours a day.  Access eApply4UI on EDD’s Web site at
https://eapply4ui.edd.ca.gov.

• TELEPHONE  
File by contacting a customer service representative at one of the toll-
free numbers listed below:

EDD Telephone Numbers: 
English 1-800-300-5616 Mandarin 1-866-303-0706
Spanish 1-800-326-8937 Vietnamese 1-800-547-2058
Cantonese 1-800-547-3506 TTY (Non-voice) 1-800-815-9387

Customer service representatives at Call Centers handle UI claim 
fi ling, UI claim information calls, missed appointments, appeals, 
and overpayments, Monday through Friday, 8 a.m. to 5 p.m., Pacifi c 
Standard Time in California.  Mondays and Tuesdays are the busiest 
days.  For fastest service, you may wish to call Wednesday through 
Friday.  However, to fi le a claim you must call by Friday of the week in 
which you become unemployed to receive credit for that week.  The 
EDD is closed on state and federal holidays. 

The Interactive Voice Response (IVR) System provides general 
information 24-hours a day and information about your payment 
Monday through Saturday, 6 a.m. until midnight, and Sunday from 
6 a.m. to 9 p.m., Pacifi c Standard Time.  The UI payment information 
includes the date your last payment was issued, the amount paid, and 
period of time paid.



DE 2320 Rev. 57 (11-10) (INTERNET) Page 4 of 20 CU

To access your payment information you will be asked to enter your 
SSN and Personal Identifi cation Number (PIN), on your telephone 
keypad.  You will need to establish your PIN the fi rst time you use the 
IVR to access your payment information.  The EDD’s IVR System 
provides step-by-step instructions to guide you to services you want, 
in English and Spanish.  For faster access to payment information, 
call the automated toll-free Self-Service number at 1-866-333-4606 
24 hours a day, 7 days a week, including holidays.

• MAIL OR FAX
File a UI Application by mail or fax by accessing the application on-line 
at www.edd.ca.gov/Unemployment.  An application for UI can be 
fi lled out on-line and printed, or printed and completed by hand.  Mail 
or fax your UI application to an EDD offi ce for processing.

FRAUD PREVENTION AND DETECTION
The EDD recognizes your concerns about imposter fraud and the threat 
of identity theft.  Imposter fraud occurs when someone intentionally fi les 
a UI claim using another person’s employment or personal information.  
The EDD actively investigates cases of imposter fraud and is committed 
to protecting the identities of legitimate claimants.  If you fi le a UI claim 
and there is reason to suspect the UI claim may have identity or imposter 
issues, you may receive a Request for Identity Verifi cation (DE 1326C) 
requesting you to validate the information provided when you fi led for UI 
benefi ts.  The Department will contact employer(s) and governmental 
entities to verify the documents and any information you supply.

For more information about what steps you can take to protect your 
identity and prevent imposter fraud, download the Protect Your Identity 
and Stop Unemployment Insurance Imposter Fraud (DE 2360EE) 
brochure from EDD’s Web site at www.edd.ca.gov/pdf_pub_ctr/
de2360ee.pdf. 

To report UI fraud, submit a Fraud Reporting Form on-line from EDD’s 
Web site:  https://eapply4ui.edd.ca.gov/eddcomm/frmFraudStart.htm 
or call EDD’s toll-free Fraud Hotline at 1-800-229-6297.

TYPES OF CLAIMS
The claim you fi le will depend on the type of employer you worked for 
and where you worked.

You will fi le:

• A regular California claim if you worked in California in a job covered 
by the Unemployment Insurance law even if you now reside outside 
California.

• A federal or military claim if your employment was in civilian work for 
the federal government or as a member of the Armed Forces (benefi t 
costs are paid from federal funds).

• An interstate claim if you worked and had earnings in a state other 
than California in the last 18 months.  You may contact that state, 
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 District of Columbia, or Canada directly by telephone or on the 
Internet to fi le your claim.  If you worked in Puerto Rico or the Virgin 
Islands, you may contact California’s toll-free number to fi le your 
claim.

• A combined wage claim if you have earnings in two or more states 
in specifi ed time periods.  This type of claim could increase your UI 
benefi ts.

BEGINNING DATE OF CLAIM
The benefi t year of your claim begins on the Sunday of the week in which 
you fi le and ends Saturday, 52 weeks after you fi led.  Weekly benefi ts 
may be claimed and paid until the balance runs out or until the claim 
ends, whichever comes fi rst.

Normally, you cannot fi le another claim until the benefi t year of the fi rst 
claim ends, even though you have received all of your benefi ts and are
still unemployed.

HOW YOUR BENEFITS ARE DETERMINED
Your weekly benefi t, called the Weekly Benefi t Amount and the total 
amount in your claim, called your Maximum Benefi t Amount, are both 
based on the amount you earned in the Base Period of your claim. Your 
Base Period is a 12-month period of time.  Each Base Period has four 
quarters of three months each.  Your Base Period is the fi rst four of the 
last fi ve quarters from the time you fi le a new claim.  For information on 
what your Base Period may be when you fi le your claim, refer to the chart 
below:

HOW MUCH UI PAYS
For your claim to be valid, you must have at least $1,300 in earnings 
in one quarter of your base period or at least $900 in earnings in the 
highest quarter and total base period earnings of 1.25 times your high 
quarter earnings.  You can receive a minimum of $40 to a maximum of 
$450 a week.  The quarter in which you were paid the highest wages 
determines the Weekly Benefi t Amount you will receive.  The Maximum 
Benefi t Amount is 26 times the Weekly Benefi t Amount or one-half of the 
total Base Period wages, whichever is less.  The following table will help 
you fi gure your award: 

If your
claim
begins in:



 $ 900.00 – 948.99 ... $ 40

 949.00 – 974.99 ...... 41

 975.00 –  1,000.99 ...... 42

 1,001.00  –  1,026.99 ...... 43

 1,027.00  –  1,052.99 ...... 44

 1,053.00  –   1,078.99 ...... 45

 1,079.00    –  1,117.99 ...... 46

 1,118.00  –   1,143.99 ...... 47

 1,144.00  –   1,169.99 ...... 48

 1,170.00  –  1,195.99 ...... 49

 1,196.00  –  1,221.99 ...... 50

 1,222.00  –  1,247.99 ...... 51

 1,248.00  –  1,286.99 ...... 52

 1,287.00  –  1,312.99 ...... 53

 1,313.00  –  1,338.99 ...... 54

 1,339.00  –  1,364.99 ...... 55

 1,365.00  –  1,403.99 ...... 56

 1,404.00  –  1,429.99 ...... 57

 1,430.00  –  1,455.99 ...... 58

 1,456.00  –  1,494.99 ...... 59

 1,495.00  –  1,520.99 ...... 60

 1,521.00  –  1,546.99 ...... 61

 1,547.00  –  1,585.99 ...... 62

 1,586.00  –  1,611.99 ...... 63

 1,612.00  –  1,637.99 ...... 64

 1,638.00  –  1,676.99 ...... 65

 1,677.00  –  1,702.99 ...... 66

 1,703.00  –  1,741.99 ...... 67

 1,742.00  –  1,767.99 ...... 68

 1,768.00  –  1,806.99 ...... 69

 1,807.00  –  1,832.99 ...... 70

 1,833.00  –  1,846.00 ...... 71

 1,846.01  –  1,872.00 ...... 72

 1,872.01  –  1,898.00 ...... 73

 1,898.01  –  1,924.00 ...... 74

 1,924.01  –   1,950.00 ...... 75

 1,950.01  –  1,976.00 ...... 76

 1,976.01  –  2,002.00 ...... 77

 2,002.01  –  2,028.00 ...... 78

 2,028.01  –  2,054.00 ...... 79

 2,054.01  –  2,080.00 ...... 80

 2,080.01  –  2,106.00 ...... 81

 2,106.01  –  2,132.00 ...... 82

 2,132.01  –  2,158.00 ...... 83

 2,158.01  –  2,184.00 ...... 84

 2,184.01  –  2,210.00 ...... 85

Unemployment Insurance Benefi t Table
For New Claims With a Beginning Date of January 2, 2005 or After

 Amount of Weekly
 Wages in Benefi t
 Highest Quarter Amount

 Amount of Weekly
 Wages in Benefi t
 Highest Quarter Amount

 Amount of Weekly
 Wages in Benefi t
 Highest Quarter Amount

$ 2,210.01  –  2,236.00 ..... $86

 2,236.01  –  2,262.00 ....... 87

 2,262.01  –  2,288.00 ....... 88

 2,288.01  –  2,314.00 ....... 89

 2,314.01  –  2,340.00 ....... 90

 2,340.01  –  2,366.00 ....... 91

 2,366.01  –  2,392.00 ....... 92

 2,392.01  –  2,418.00 ....... 93

 2,418.01  –  2,444.00 ....... 94

 2,444.01  –  2,470.00 ....... 95

 2,470.01  –  2,496.00 ....... 96

 2,496.01  –  2,522.00 ....... 97

 2,522.01  –  2,548.00 ....... 98

 2,548.01  –  2,574.00 ....... 99

 2,574.01  –  2,600.00 ..... 100

 2,600.01  –  2,626.00 ..... 101

 2,626.01  –  2,652.00 ..... 102

 2,652.01  –  2,678.00 ..... 103

 2,678.01  –  2,704.00 ..... 104

 2,704.01  –  2,730.00 ..... 105

 2,730.01  –  2,756.00 ..... 106

 2,756.01  –  2,782.00 ..... 107

 2,782.01 –  2,808.00 ..... 108

 2,808.01  –  2,834.00 ..... 109

 2,834.01  –  2,860.00 ..... 110

 2,860.01  –  2,886.00 ..... 111

 2,886.01  –  2,912.00 ..... 112

 2,912.01  –  2,938.00 ..... 113

 2,938.01  –  2,964.00 ..... 114

 2,964.01  –  2,990.00 ..... 115

 2,990.01  –  3,016.00 ..... 116

 3,016.01  –  3,042.00 ..... 117

 3,042.01  –  3,068.00 ..... 118

 3,068.01  –  3,094.00 ..... 119

 3,094.01  –  3,120.00 ..... 120

 3,120.01  –  3,146.00 ..... 121

 3,146.01  –  3,172.00 ..... 122

 3,172.01  –  3,198.00 ..... 123

 3,198.01  –  3,224.00 ..... 124

 3,224.01  –  3,250.00 ..... 125

 3,250.01  –  3,276.00 ..... 126

 3,276.01  –  3,302.00 ..... 127

 3,302.01  –  3,328.00 ..... 128

 3,328.01  –  3,354.00 ..... 129

 3,354.01  –  3,380.00 ..... 130

 3,380.01  –  3,406.00 ..... 131

$ 3,406.01  –  3,432.00 ... $132

 3,432.01  –  3,458.00 ..... 133

 3,458.01  –  3,484.00 ..... 134

 3,484.01  –  3,510.00 ..... 135

 3,510.01  –  3,536.00 ..... 136

 3,536.01  –  3,562.00 ..... 137

 3,562.01  –  3,588.00 ..... 138

 3,588.01  –  3,614.00 ..... 139

 3,614.01  –  3,640.00 ..... 140

 3,640.01  –  3,666.00 ..... 141

 3,666.01  –  3,692.00 ..... 142

 3,692.01  –  3,718.00 ..... 143

 3,718.01  –  3,744.00 ..... 144

 3,744.01  –  3,770.00 ..... 145

 3,770.01  –  3,796.00 ..... 146

 3,796.01  –  3,822.00 ..... 147

 3,822.01  –  3,848.00 ..... 148

 3,848.01  –  3,874.00 ..... 149

 3,874.01  –  3,900.00 ..... 150

 3,900.01  –  3,926.00 ..... 151

 3,926.01  –  3,952.00 ..... 152

 3,952.01  –  3,978.00 ..... 153

 3,978.01  –  4,004.00 ..... 154

 4,004.01  –  4,030.00 ..... 155

 4,030.01  –  4,056.00 ..... 156

 4,056.01  –  4,082.00 ..... 157

 4,082.01  –  4,108.00 ..... 158

 4,108.01  –  4,134.00 ..... 159

 4,134.01  –  4,160.00 ..... 160

 4,160.01  –  4,186.00 ..... 161

 4,186.01  –  4,212.00 ..... 162

 4,212.01  –  4,238.00 ..... 163

 4,238.01  –  4,264.00 ..... 164

 4,264.01  –  4,290.00 ..... 165

 4,290.01  –  4,316.00 ..... 166

 4,316.01  –  4,342.00 ..... 167

 4,342.01  –  4,368.00 ..... 168

 4,368.01  –  4,394.00 ..... 169

 4,394.01  –  4,420.00 ..... 170

 4,420.01  –  4,446.00 ..... 171

 4,446.01  –  4,472.00 ..... 172

 4,472.01  –  4,498.00 ..... 173

 4,498.01  –  4,524.00 ..... 174

 4,524.01  –  4,550.00 ..... 175

 4,550.01  –  4,576.00 ..... 176

 4,576.01  –  4,602.00 ..... 177
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Unemployment Insurance Benefi t Table
For New Claims With a Beginning Date of January 2, 2005 or After

 Amount of Weekly
 Wages in Benefi t
 Highest Quarter Amount

 Amount of Weekly
 Wages in Benefi t
 Highest Quarter Amount

 Amount of Weekly
 Wages in Benefi t
 Highest Quarter Amount

$ 4,602.01  –  4,628.00 ... $178

 4,628.01  –  4,654.00 ..... 179

 4,654.01  –  4,680.00 ..... 180

 4,680.01  –  4,706.00 ..... 181

 4,706.01  –  4,732.00 ..... 182

 4,732.01  –  4,758.00 ..... 183

 4,758.01  –  4,784.00 ..... 184

 4,784.01  –  4,810.00 ..... 185

 4,810.01  –  4,836.00 ..... 186

 4,836.01  –  4,862.00 ..... 187

 4,862.01  –  4,888.00 ..... 188

 4,888.01  –  4,914.00 ..... 189

 4,914.01  –  4,940.00 ..... 190

 4,940.01  –  4,966.00 ..... 191

 4,966.01  –  4,992.00 ..... 192

 4,992.01  –  5,018.00 ..... 193

 5,018.01  –  5,044.00 ..... 194

 5,044.01  –  5,070.00 ..... 195

 5,070.01  –  5,096.00 ..... 196

 5,096.01  –  5,122.00 ..... 197

 5,122.01  –  5,148.00 ..... 198

 5,148.01  –  5,174.00 ..... 199

 5,174.01  –  5,200.00 ..... 200

 5,200.01  –  5,226.00 ..... 201

 5,226.01  –  5,252.00 ..... 202

 5,252.01  –  5,278.00 ..... 203

 5,278.01  –  5,304.00 ..... 204

 5,304.01  –  5,330.00 ..... 205

 5,330.01  –  5,356.00 ..... 206

 5,356.01  –  5,382.00 ..... 207

 5,382.01  –  5,408.00 ..... 208

 5,408.01  –  5,434.00 ..... 209

 5,434.01  –  5,460.00 ..... 210

 5,460.01  –  5,486.00 ..... 211

 5,486.01  –  5,512.00 ..... 212

 5,512.01  –  5,538.00 ..... 213

 5,538.01  –  5,564.00 ..... 214

 5,564.01  –  5,590.00 ..... 215

 5,590.01  –  5,616.00 ..... 216

 5,616.01  –  5,642.00 ..... 217

 5,642.01  –  5,668.00 ..... 218

 5,668.01  –  5,694.00 ..... 219

 5,694.01  –  5,720.00 ..... 220

 5,720.01  –  5,746.00 ..... 221

 5,746.01  –  5,772.00 ..... 222

 5,772.01  –  5,798.00 ..... 223

$ 5,798.01  –  5,824.00 ... $224

 5,824.01  –  5,850.00 ..... 225

 5,850.01  –  5,876.00 ..... 226

 5,876.01  –  5,902.00 ..... 227

 5,902.01  –  5,928.00 ..... 228

 5,928.01  –  5,954.00 ..... 229

 5,954.01  –  5,980.00 ..... 230

 5,980.01  –  6,006.00 ..... 231

 6,006.01  –  6,032.00 ..... 232

 6,032.01  –  6,058.00 ..... 233

 6,058.01  –  6,084.00 ..... 234

 6,084.01  –  6,110.00 ..... 235

 6,110.01  –  6,136.00 ..... 236

 6,136.01  –  6,162.00 ..... 237

 6,162.01  –  6,188.00 ..... 238

 6,188.01  –  6,214.00 ..... 239

 6,214.01  –  6,240.00 ..... 240

 6,240.01  –  6,266.00 ..... 241

 6,266.01  –  6,292.00 ..... 242

 6,292.01  –  6,318.00 ..... 243

 6,318.01  –  6,344.00 ..... 244

 6,344.01  –  6,370.00 ..... 245

 6,370.01  –  6,396.00 ..... 246

 6,396.01  –  6,422.00 ..... 247

 6,422.01  –  6,448.00 ..... 248

 6,448.01  –  6,474.00 ..... 249

 6,474.01  –  6,500.00 ..... 250

 6,500.01  –  6,526.00 ..... 251

 6,526.01  –  6,552.00 ..... 252

 6,552.01  –  6,578.00 ..... 253

 6,578.01  –  6,604.00 ..... 254

 6,604.01  –  6,630.00 ..... 255

 6,630.01  –  6,656.00 ..... 256

 6,656.01  –  6,682.00 ..... 257

 6,682.01  –  6,708.00 ..... 258

 6,708.01  –  6,734.00 ..... 259

 6,734.01  –  6,760.00 ..... 260

 6,760.01  –  6,786.00 ..... 261

 6,786.01  –  6,812.00 ..... 262

 6,812.01  –  6,838.00 ..... 263

 6,838.01  –  6,864.00 ..... 264

 6,864.01  –  6,890.00 ..... 265

 6,890.01  –  6,916.00 ..... 266

 6,916.01  –  6,942.00 ..... 267

 6,942.01  –  6,968.00 ..... 268

 6,968.01  –  6,994.00 ..... 269

$ 6,994.01  –  7,020.00 ... $270

 7,020.01  –  7,046.00 ..... 271

 7,046.01  –  7,072.00 ..... 272

 7,072.01  –  7,098.00 ..... 273

 7,098.01  –  7,124.00 ..... 274

 7,124.01  –  7,150.00 ..... 275

 7,150.01  –  7,176.00 ..... 276

 7,176.01  –  7,202.00 ..... 277

 7,202.01  –  7,228.00 ..... 278

 7,228.01  –  7,254.00 ..... 279

 7,254.01  –  7,280.00 ..... 280

 7,280.01  –  7,306.00 ..... 281

 7,306.01  –  7,332.00 ..... 282

 7,332.01  –  7,358.00 ..... 283

 7,358.01  –  7,384.00 ..... 284

 7,384.01  –  7,410.00 ..... 285

 7,410.01  –  7,436.00 ..... 286

 7,436.01  –  7,462.00 ..... 287

 7,462.01  –  7,488.00 ..... 288

 7,488.01  –  7,514.00 ..... 289

 7,514.01  –  7,540.00 ..... 290

 7,540.01  –  7,566.00 ..... 291

 7,566.01  –  7,592.00 ..... 292

 7,592.01  –  7,618.00 ..... 293

 7,618.01  –  7,644.00 ..... 294

 7,644.01  –  7,670.00 ..... 295

 7,670.01  –  7,696.00 ..... 296

 7,696.01  –  7,722.00 ..... 297

 7,722.01  –  7,748.00 ..... 298

 7,748.01  –  7,774.00 ..... 299

 7,774.01  –  7,800.00 ..... 300

 7,800.01  –  7,826.00 ..... 301

 7,826.01  –  7,852.00 ..... 302

 7,852.01  –  7,878.00 ..... 303

 7,878.01  –  7,904.00 ..... 304

 7,904.01  –  7,930.00 ..... 305

 7,930.01  –  7,956.00 ..... 306

 7,956.01  –  7,982.00 ..... 307

 7,982.01  –  8,008.00 ..... 308

 8,008.01  –  8,034.00 ..... 309

 8,034.01  –  8,060.00 ..... 310

 8,060.01  –  8,086.00 ..... 311

 8,086.01  –  8,112.00 ..... 312

 8,112.01  –  8,138.00 ..... 313

 8,138.01  –  8,164.00 ..... 314

 8,164.01  –  8,190.00 ..... 315
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Unemployment Insurance Benefi t Table
For New Claims With a Beginning Date of January 2, 2005 or After

 Amount of Weekly
 Wages in Benefi t
 Highest Quarter Amount

 Amount of Weekly
 Wages in Benefi t
 Highest Quarter Amount

 Amount of Weekly
 Wages in Benefi t
 Highest Quarter Amount

 $10,582.01 –  10,608.00 ... $408

 10,608.01  –  10,634.00 ..... 409

 10,634.01  –  10,660.00 ..... 410

 10,660.01  –  10,686.00 ..... 411

 10,686.01  –  10,712.00 ..... 412

 10,712.01   – 10,738.00 ..... 413

 10,738.01  –  10,764.00 ..... 414

 10,764.01  –  10,790.00 ..... 415

 10,790.01  –  10,816.00 ..... 416

 10,816.01  –  10,842.00 ..... 417

 10,842.01  –  10,868.00 ..... 418

 10,868.01  –  10,894.00 ..... 419

 10,894.01  –  10,920.00 ..... 420

 10,920.01  –  10,946.00 ..... 421

 10,946.01  –  10,972.00 ..... 422

 10,972.01  –  10,998.00 ..... 423

 10,998.01  –  11,024.00 ..... 424

 11,024.01  –  11,050.00 ..... 425

 11,050.01  –  11,076.00 ..... 426

 11,076.01  –  11,102.00 ..... 427

 11,102.01  –  11,128.00 ..... 428

 11,128.01  –  11,154.00 ..... 429

 11,154.01  –  11,180.00 ..... 430

 11,180.01  –  11,206.00 ..... 431

 11,206.01  –  11,232.00 ..... 432

 11,232.01  –  11,258.00 ..... 433

 11,258.01  –  11,284.00 ..... 434

 11,284.01  –  11,310.00 ..... 435

 11,310.01  –  11,336.00 ..... 436

 11,336.01  –  11,362.00 ..... 437

 11,362.01  –  11,388.00 ..... 438

 11,388.01  –  11,414.00 ..... 439

 11,414.01  –  11,440.00 ..... 440

 11,440.01  –  11,466.00 ..... 441

 11,466.01  –  11,492.00 ..... 442

 11,492.01  –  11,518.00 ..... 443

 11,518.01  –  11,544.00 ..... 444

 11,544.01  –  11,570.00 ..... 445

 11,570.01  –  11,596.00 ..... 446

 11,596.01  –  11,622.00 ..... 447

 11,622.01  –  11,648.00 ..... 448

 11,648.01  –  11,674.00 ..... 449

 11,674.01  –  and over ..... 450

$ 8,190.01  –  8,216.00 ... $316

 8,216.01  –  8,242.00 ..... 317

 8,242.01  –  8,268.00 ..... 318

 8,268.01  –  8,294.00 ..... 319

 8,294.01  –  8,320.00 ..... 320

 8,320.01  –  8,346.00 ..... 321

 8,346.01  –  8,372.00 ..... 322

 8,372.01  –  8,398.00 ..... 323

 8,398.01  –  8,424.00 ..... 324

 8,424.01  –  8,450.00 ..... 325

 8,450.01  –  8,476.00 ..... 326

 8,476.01  –  8,502.00 ..... 327

 8,502.01  –  8,528.00 ..... 328

 8,528.01  –  8,554.00 ..... 329

 8,554.01  –  8,580.00 ..... 330

 8,580.01  –  8,606.00 ..... 331

 8,606.01  –  8,632.00 ..... 332

 8,632.01  –  8,658.00 ..... 333

 8,658.01  –  8,684.00 ..... 334

 8,684.01  –  8,710.00 ..... 335

 8,710.01  –  8,736.00 ..... 336

 8,736.01  –  8,762.00 ..... 337

 8,762.01  –  8,788.00 ..... 338

 8,788.01  –  8,814.00 ..... 339

 8,814.01  –  8,840.00 ..... 340

 8,840.01  –  8,866.00 ..... 341

 8,866.01  –  8,892.00 ..... 342

 8,892.01  –  8,918.00 ..... 343

 8,918.01  –  8,944.00 ..... 344

 8,944.01  –  8,970.00 ..... 345

 8,970.01  –  8,996.00 ..... 346

 8,996.01  –  9,022.00 ..... 347

 9,022.01  –  9,048.00 ..... 348

 9,048.01  –  9,074.00 ..... 349

 9,074.01  –  9,100.00 ..... 350

 9,100.01  –  9,126.00 ..... 351

 9,126.01  –  9,152.00 ..... 352

 9,152.01  –  9,178.00 ..... 353

 9,178.01  –  9,204.00 ..... 354

 9,204.01  –  9,230.00 ..... 355

 9,230.01  –  9,256.00 ..... 356

 9,256.01  –  9,282.00 ..... 357

 9,282.01  –  9,308.00 ..... 358

 9,308.01  –  9,334.00 ..... 359

 9,334.01  –  9,360.00 ..... 360

 9,360.01  –  9,386.00 ..... 361

$ 9,386.01  –  9,412.00 ... $362

 9,412.01  –  9,438.00 ..... 363

 9,438.01  –  9,464.00 ..... 364

 9,464.01  –  9,490.00 ..... 365

 9,490.01  –  9,516.00 ..... 366

 9,516.01  –  9,542.00 ..... 367

 9,542.01  –  9,568.00 ..... 368

 9,568.01  –  9,594.00 ..... 369

 9,594.01  –  9,620.00 ..... 370

 9,620.01  –  9,646.00 ..... 371

 9,646.01  –  9,672.00 ..... 372

 9,672.01  –  9,698.00 ..... 373

 9,698.01  –  9,724.00 ..... 374

 9,724.01  –  9,750.00 ..... 375

 9,750.01  –  9,776.00 ..... 376

 9,776.01  –  9,802.00 ..... 377

 9,802.01  –  9,828.00 ..... 378

 9,828.01  –  9,854.00 ..... 379

 9,854.01  –  9,880.00 ..... 380

 9,880.01  –  9,906.00 ..... 381

 9,906.01  –  9,932.00 ..... 382

 9,932.01  –  9,958.00 ..... 383

 9,958.01  –  9,984.00 ..... 384

 9,984.01  –  10,010.00 ..... 385

 10,010.01  –  10,036.00 ..... 386

 10,036.01  –  10,062.00 ..... 387

 10,062.01  –  10,088.00 ..... 388

 10,088.01  –  10,114.00 ..... 389

 10,114.01  –  10,140.00 ..... 390

 10,140.01  –  10,166.00 ..... 391

 10,166.01  –  10,192.00 ..... 392

 10,192.01  –  10,218.00 ..... 393

 10,218.01  –  10,244.00 ..... 394

 10,244.01  –  10,270.00 ..... 395

 10,270.01  –  10,296.00 ..... 396

 10,296.01  –  10,322.00 ..... 397

 10,322.01  –  10,348.00 ..... 398

 10,348.01  –  10,374.00 ..... 399

 10,374.01  –  10,400.00 ..... 400

 10,400.01  –  10,426.00 ..... 401

 10,426.01  –  10,452.00 ..... 402

 10,452.01  –  10,478.00 ..... 403

 10,478.01  –  10,504.00 ..... 404

 10,504.01  –  10,530.00 ..... 405

 10,530.01  –  10,556.00 ..... 406

 10,556.01  –  10,582.00 ..... 407
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WAITING PERIOD
The fi rst week after you fi le your claim is normally the waiting period and 
benefi ts cannot be paid for that week.

Do not wait to fi le because the waiting period is not paid.  The waiting 
period cannot begin until the claim is fi led.

PAYMENTS
• You must meet eligibility requirements.

• You must submit weekly claim forms showing you meet the eligibility 
requirements.

• Payments are issued after the week (or weeks) has ended and your 
completed claim form is received.

• No payments are made in advance.

• The fi rst payment on a new California claim will usually be issued 
within three weeks after fi ling.

• For interstate claims, fi rst payment will be issued about two to three 
weeks after the other state receives your claim. 

• You will normally be paid by mail every two weeks.

REPORTING EARNINGS
Report all income you receive, whether you worked in that week or not.  
Some types of income to report are:

 Piece work Vacation pay
 Idle time pay In-lieu-of-notice pay
 Jury fees Bonuses
 Commissions Tips
 Witness fees Self-employment income
 Reuse pay Strike benefi ts
 Holiday pay Stand-by-pay
 Residuals (ask for form DE 4005) Bereavement pay
 Paid sick leave Back-pay award
 Pension, retirement, annuity Workers’ Compensation

NOTE: You must report board, lodging, meals, or any other payment 
you receive instead of money when you work.  If you are unsure 
about how to report wages, contact EDD.

PART-TIME WORKERS
If you work less than full-time, you may still be eligible for benefi ts.  The 
fi rst $25 or 25 percent of your total earnings (whichever is greater) will 
not be counted. The amount remaining will be deducted from your weekly 
benefi t amount. For example:

Your weekly benefi t amount is $50.  You earn $30.  You must report the 
$30, however, the fi rst $25 is not counted, leaving $5 to deduct.  You 
receive $45 ($50 minus $5).
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Your weekly benefi t amount is $115.  You work less than full-time and 
earn $124.  You must report the $124; however, the fi rst $31 (25 percent of 
$124) is not counted, leaving $93 to deduct.  You receive $22 ($115 minus 
$93).

If you receive any type of payment from a former employer and do not 
know if you should report the payment, contact the EDD and ask.  You can 
also report the payment and give an explanation on your claim form.

ELIGIBILITY
When you fi le a UI claim, EDD will ask you a number of questions to 
determine your eligibility to receive benefi ts.  The weekly claim forms
also contain eligibility questions.  When it appears that you may not meet 
the eligibility requirements of the law, a special interview is scheduled.

VERIFICATION OF SOCIAL SECURITY ACCOUNT NUMBER
The EDD may require you to verify your social security account 
number (SSN) as being the one issued to you by the Social Security 
Administration (SSA).

Your eligibility for benefi ts may be affected if the information available to 
the EDD indicates any of the following:

• The SSN presented may belong to another individual.

• The SSN is not valid.

• The SSN was never issued by the SSA.

• The wages shown in the base period of the claim may belong to 
another individual.

Some of the most common errors associated with SSNs are:

• The SSN being used is incorrect.  You may have forgotten the 
number or transposed the number when you provided it to your 
employer.

• The name at the SSA is different than the one you used to fi le your 
claim.  You may have changed your name and not notifi ed the SSA.

• The date of birth at the SSA is different than the date of birth you 
gave when you fi led your claim.

If the EDD requires you to verify your SSN, you must submit verifi cation 
from the SSA that the SSN you used to fi le your claim is assigned to you, 
or you may submit to EDD a copy of your annual statement issued to 
you by the SSA.  A copy of your Social Security Card will not satisfy this 
requirement.

The location of your nearest SSA offi ce can be found on SSA’s Web site 
at http://www.ssa.gov/reach.htm, or in your local telephone book in the 
Federal Government listings under “Social Security Administration.”
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FACT FINDING
Your last employer is notifi ed when you fi le a claim.  Also, any employer 
who contributed to your unemployment claim is notifi ed when you receive 
your fi rst payment.  An employer is required by law to furnish EDD any 
information affecting your right to receive benefi ts.

TELEPHONE INTERVIEWS
The EDD will contact you when there is a question of eligibility on your 
claim if you:

• Quit your last job.

• Were fi red from your last job.

• Did not have child care.

• Are unable to work during normal working hours.

• Are attending school during normal working hours.

• Did not have transportation.

• Did not look for work.

• Worked and/or earned wages that may reduce your benefi ts.

• Are receiving a pension.

• Are receiving workers’ compensation.

• Are out of work due to a lockout or a strike.

• Mailed in a claim form late.

• Filed a claim late.

• Refused a job.

• Gave incorrect information or withheld information.

• Failed to participate in re-employment services.

• Are a school employee fi ling a claim during a recess period.

• Are a professional athlete fi ling a claim during the off season.

If we schedule a telephone interview, we will call you at the scheduled 
interview date and time.  You have the right to request more time if you 
need to get more information, contact witnesses, or obtain the advice of 
a representative.  If the interview involves an employer, we may contact 
the employer for additional information.

The interviewer will ask you questions.  We record this information and 
use it to make a decision.  If you are eligible, we mail your payment for 
the week in question.  If we deny your benefi ts we will mail you a notice.  
The notice advises you of the reason for our decision and gives you 
appeal rights.
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IMPORTANT:  If EDD schedules a telephone interview, you must mail 
in your weekly claim form.  We cannot pay benefi ts until we receive your 
claim form.

APPEALS
You or the employer have 20 calendar days to appeal after a written 
notice is issued to you.  Your appeal must be in writing and should state 
the reasons for your appeal.  If you miss the 20-day deadline, you may 
still appeal but you must show good cause for the delay.

Before the hearing, you have the right to review all records affecting the 
appeal.  For your appeal, you may represent yourself or you may be 
represented by someone else such as a union offi cial, an attorney, or 
anyone else you select.

Your appeal hearing is heard by an independent administrative law judge. 
The hearings are informal but all testimony is taken under oath and is 
subject to cross-examination.  You will be notifi ed when and where the 
hearing will be held.

If you are not satisfi ed with the administrative law judge’s decision, you 
may appeal to the California Unemployment Insurance Appeals Board. 
Your rights to further appeal will be explained in the written decision that 
will be mailed to you.

CANCELLING A CLAIM
You have the option of cancelling a regular California UI claim after you 
have been mailed your UNEMPLOYMENT INSURANCE AWARD notice.  
You can only cancel a UI claim if no benefi ts have been paid, no notice 
of disqualifi cation has been mailed to you, and/or no overpayment has 
been established on the claim.  If a claim is cancelled, that claim cannot 
be reopened, but you can fi le a new claim with a later date.  If the original 
claim is not cancelled, another California claim cannot be fi led for 52 
weeks.

REQUESTING COPIES OF YOUR UNEMPLOYMENT INSURANCE DOCUMENTS
If, for personal business reasons, you need copies of UI claim 
documents, contact EDD.

WORKERS NOT COVERED
The following groups of workers are not normally covered by UI:

• Minor children employed by their parents.

• Parents employed by their children.

• Husbands and wives employed by each other.

• Certain state-licensed salespersons paid only commissions.

• Caddies and jockeys.

• Persons enrolled and regularly attending classes at the school or 
educational institution where employed.
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• A student’s spouse who is working for an educational institution in an 
employment program provided for the purpose of fi nancially aiding 
the student.

• Elected Offi cials.

If you do not know whether you are covered, do not waive your rights. 
Contact EDD for more information.

ELECTIVE COVERAGE
Employers who employ individuals whose services are excluded from 
covered employment may, under certain conditions, elect to cover those 
services.  If you are not sure whether you are eligible for these benefi ts, 
you should contact EDD.

PENSION OR RETIREMENT PAY
Your UI benefi ts may be affected if you are receiving a pension, retirement 
pay, annuity, or other similar payment based on your previous work.  Your 
right to benefi ts will be determined by EDD after your claim is fi led.

CHILD SUPPORT OBLIGATIONS
Your UI benefi ts may be affected if you are required to pay child support 
payments to a court, District Attorney’s offi ce, or other child support 
enforcement agency.  Your entitlement to benefi ts will be determined after 
your claim is fi led.

EXTENDED BENEFITS
Extended benefi ts only become available when the insured unemployment 
rate equals or exceeds a certain percentage established by state and/or 
federal law or when the Federal Government approves special extended 
benefi t legislation.

Generally, to be eligible for extended benefi ts you must have received 
all the benefi ts payable on your last regular claim.  In addition, you must 
meet all eligibility criteria.  You cannot establish an extended benefi t claim 
if you can fi le another valid claim under any state or federal law.

TAXATION OF BENEFITS
The Federal Tax Reform Act of 1986 provides for federal taxation of all
Unemployment Insurance benefi ts received after December 31, 1986.  
You may request that federal income taxes be withheld from your UI benefi t 
payment.  You will be given the option on each claim form.  Your choice 
remains in effect only until you send in your next claim form.  The option 
is strictly voluntary; you are not required to have taxes withheld from your 
benefi ts.  The EDD will provide an annual statement, DE 1099, to each 
individual that shows total benefi ts paid and total federal taxes withheld
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during the year.  The EDD will mail you the 1099G form that states the 
amount of benefi ts paid to you during the previous year.  The 1099G form 
should arrive by January 31.  If you do not receive the 1099G form, you 
may request a duplicate by calling 1-866-401-2849.  Individuals who may 
owe income tax must pay any amounts due upon fi ling their tax returns.  
If you have any questions regarding your tax liability, contact the Internal 
Revenue Service.

SPECIAL PROGRAMS
• California Training Benefi ts (CTB):  This program allows eligible 

UI recipients to retrain for new occupations while receiving their 
benefi ts. Individuals approved for CTB training do not have to: look 
for work, be available for work, or accept suitable work.  For more 
information, visit our Web site at www.edd.ca.gov/Unemployment.  
On the right margin under “QUICK LINKS”, you will fi nd more 
information in the “CTB Fact Sheet” and the “CTB Quick Tips.”

• Training Extension Claims:  An extension of CTB training benefi ts 
may be available beyond your regular UI claim while you are in 
approved training.  To be eligible for extended training benefi ts, 
you must ask for information about CTB or apply for CTB training 
approval with EDD no later than the 16th week of UI benefi ts paid.  If 
your UI claim award is 16 weeks or less, you must ask for information 
or apply before you receive the last UI benefi t payment.  To fi le an 
extended training benefi ts claim, call EDD or fi le on-line by visiting 
EDD’s Web site at www.edd.ca.gov.

 You may select a training program on your own, if approved by EDD, 
or attend Workforce Investment Act (WIA), Employment Training 
Panel (ETP), CalWORKS or Trade Adjustment Assistance funded 
training and continue to receive weekly UI benefi ts.   

 To fi nd out more about training available in your local area, as well 
as the name and address of the One-Stop Career Center nearest 
you, call our automated toll-free Self-Service number at 1-866-333-
4606 or visit EDD’s Web site at www.edd.ca.gov.  You may also call 
the Employment and Training Administration Toll-Free Help Line at 
1-877-US-2JOBS (1-877-872-5627), or visit their Web site at www.
Servicelocator.org.

• Workforce Investment Act Programs (WIA):  If you are out of work 
and need job training, or if you need to brush up on existing skills, 
WIA programs may be able to help you.  California’s WIA services 
are provided through the One-Stop Career Centers, under the policy 
guidance of the Local Workforce Investment Boards.  The WIA 
offers education and job skills training programs for economically 
disadvantaged adults and youth.  Special training and skills upgrade 
programs are available for workers who are out of work because of 
plant closures or work force reductions, and summer programs for 
youth to help them stay in school.
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• Employment Training Panel (ETP):  If you are claiming UI Benefi ts, 
or have exhausted such benefi ts and are unemployed, or you 
are likely to lose your job because your employer plans to reduce 
operations, you may be eligible for ETP approved training.  View 
the ETP Web site at www.etp.ca.gov for a list of currently-funded 
training opportunities.

• Disaster Unemployment Assistance (DUA):  These benefi ts are 
available to individuals whose work or self-employment is interrupted 
by a disaster.  Claims may be fi led following an EDD announcement 
that Disaster Benefi ts are available.

• Trade Adjustment Assistance (TAA)/Alternative Trade 
Adjustment Assistance (ATAA):  The TAA program is a federally 
funded program that provides training and training related benefi ts 
and services to those workers certifi ed by the U.S. Department 
of Labor (DOL) as having lost their jobs, or had their hours and 
wages reduced, as a result of increased imports from, or a shift 
in production to, a foreign country.  The ATAA program is for older 
workers eligible to apply for the TAA program who return to work 
within 26 weeks of their layoff from affected employment.

• Work Sharing Benefi ts:  You may be eligible for Work Sharing 
benefi ts if your employer has a Work Sharing plan that has been 
approved by EDD.  To participate in Work Sharing, your employer 
must reduce your weekly hours and wages by a minimum of 10 
percent.  You receive the percentage of your weekly benefi t amount 
proportionate to the hour and wage reductions.

• Railroad Unemployment Benefi ts:  Railroad workers may claim 
benefi ts under the U.S. Railroad Unemployment Insurance Act.  To 
fi le a claim, go to the Web site www.rrb.gov/mep/ben_services.asp 
or call the toll-free number at 1-877-772-5772.

STATE DISABILITY INSURANCE
The State Disability Insurance (SDI) Program provides temporary benefi t 
payments to workers for non-work-related disabilities.

Within SDI are two benefi t programs, Disability Insurance (DI) and Paid 
Family Leave (PFL).  DI benefi ts are paid to eligible California workers 
experiencing a loss of wages when they are unable to perform their 
regular or customary work due to a non-work-related illness or injury, 
pregnancy or childbirth.  PFL benefi ts are paid to individuals unable to 
work because they need to care for a seriously ill family member or bond 
with a new minor child.



DE 2320 Rev. 57 (11-10) (INTERNET) Page 16 of 20 CU

The fi rst seven days of your claim is a waiting period for which no 
benefi ts are payable.  Benefi ts begin with the eighth day of disability.  
You cannot receive DI and Unemployment Insurance (UI) or Paid Family 
Leave (PFL) benefi ts for the same period.  DI is payable for a maximum 
of 52 weeks.

ARE YOU COVERED BY STATE DISABILITY INSURANCE?
Most workers covered by California Unemployment Insurance are also 
covered by State Disability Insurance (SDI).  The program is fi nanced 
entirely by covered workers through a payroll tax withheld from their 
earnings.  The contribution is based on a percentage of a worker’s 
earnings. The contribution rate may vary from year to year depending 
on the balance in the Disability Fund.  Specifi c information about the 
contribution rate is available from any EDD offi ce.

Employees of local public entities (except workers in district hospitals) 
are not covered by SDI unless the employer elects such coverage.  
Employees of the State or of State-funded institutions of higher education 
may, through their collective bargaining units, elect to be covered by SDI.  
Self-employed individuals may elect to be covered by SDI.

FILING YOUR DISABILITY INSURANCE CLAIM
• Obtain a claim form from any public EDD offi ce.  You may call the DI 

toll-free number and request a form be mailed to you.  Your medical 
provider, hospital, or employer may have a claim form, or you may 
obtain a form through EDD’s Web site at www.edd.ca.gov.

• The Claim for State Disability Insurance (SDI) Benefi ts provides you 
with instructions for completing the claim form.  It is very important to 
include your social security number and sign and date the claim form. 
Please print your information clearly and review it for completeness 
and accuracy.  If you need help in completing the form, call the DI 
toll-free number for assistance.

• Give the claim form to your medical provider to complete the 
“Doctor’s Certifi cate.”

• Your claim must be mailed within 49 days from the fi rst day you 
become disabled to be timely.  If your claim is submitted later than 

 49 days, you may lose benefi ts for the number of days that the 
claim is late unless you can establish “good cause” for late fi ling.  To 
establish good cause, attach a detailed explanation to your claim 
form telling DI why it is late.

HAVE YOU HAD EXCESS STATE DISABILITY INSURANCE TAX WITHHELD?
If you worked for more than one employer and earned more than $90,669 
in 2009 or more than $93,316 in 2010, you may be eligible for a refund 
or credit of excess payroll deductions.  For information about claiming 
a refund or credit, please review the Instruction Booklet for the State of 
California, Personal Income Tax Return, Form 540.
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IF YOU NEED MORE INFORMATION
Visit EDD’s Web site at www.edd.ca.gov.  For the SDI pages, select 
“Disability Insurance.” Or you may call one of the following numbers.

EDD DISABILITY INSURANCE TOLL-FREE NUMBERS
English 1-800-480-3287
Spanish 1-866-658-8846
TTY (Non voice) 1-800-563-2441

PAID FAMILY LEAVE
Paid Family Leave (PFL) benefi ts may be available to you if you are 
unable to work because you need to care for a seriously ill family 
member or bond with a new child.  You cannot receive PFL and Disability 
Insurance (DI) or Unemployment Insurance (UI) benefi ts for the same 
period.  PFL benefi ts are payable for a maximum of six weeks in a 
12-month period.

Deductions for Paid Family Leave coverage began January 1, 2004.

ARE YOU COVERED BY PAID FAMILY LEAVE?
PFL is a component of the SDI program.  Workers covered by SDI will 
also be covered for PFL.  Workers who are covered by a Voluntary Plan 
for SDI will be covered for PFL through their Voluntary Plan.

HOW DO YOU FILE A PAID FAMILY LEAVE CLAIM?
Obtain a claim form from any public EDD offi ce.  You may call the PFL 
toll-free number and request a form be mailed to you.  Medical providers, 
hospitals, or employers may have a claim form, or you may obtain a form 
through EDD’s Web site at www.edd.ca.gov.

The Claim for Paid Family Leave (PFL) Benefi ts provides you with 
instructions for completing the claim form.  Follow the instructions 
carefully for your type of claim (i.e., caring for a seriously ill family 
member or bonding with a new child).  It is very important to provide your 
Social Security Number and sign and date the claim form.  Please print 
your information clearly and review it for completeness and accuracy.  If 
you need help in completing the form, call the PFL toll-free number for 
assistance.

Mail your claim form within 49 days from the fi rst day of your period of 
family leave.  If you submit your claim later than 49 days, you may lose 
benefi ts for the number of days that the claim is late unless you can 
establish “good cause” for late fi ling.  To establish good cause, attach a 
detailed explanation to your claim form telling PFL why it is late.
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IF YOU NEED MORE INFORMATION
Visit EDD’s Web site at www.edd.ca.gov and select “Paid Family Leave.”  
Or you may call one of the following numbers. 

EDD PAID FAMILY LEAVE TOLL-FREE NUMBERS
English 1-877-238-4373 Armenian 1-866-627-1567
Spanish 1-877-379-3819 Punjabi 1-866-627-1568
Cantonese 1-866-692-5595 Tagalog 1-866-627-1569
Vietnamese 1-866-692-5596 TTY  1-800-445-1312

When calling via the California Relay Service (711), please provide the 
Paid Family Leave Insurance number (1-877-238-4373) to the operator.

Workforce SERVICES
The EDD’s Workforce Services is a partner in the One-Stop Career 
system, which integrates employment and training programs and provides 
fl exible solutions at more than 200 service locations throughout California.  
There is never a fee for services to job seekers or employers.  Workforce 
Services include:

JOB LISTINGS
Using CalJOBSSM, EDD’s on-line job and résumé bank, job seekers can 
access thousands of job listings 24 hours a day, 7 days a week.  Job 
seekers can create a résumé on-line and if qualifi ed, refer themselves 
to employers for consideration.  CalJOBSSM is simple to use and can be 
used at the offi ce, at home, or from any location with Internet access.

JOB SEARCH ASSISTANCE
The EDD, in partnership with your local One-Stop Career Center, offers 
a variety of workshops on such topics as job search training, résumé 
writing, and interview techniques.  In addition, EDD can refer you to 
resources within the community including training, education, and other
supportive services.

SPECIAL PROGRAMS AND SERVICES
For job seekers who require more than the self-service job search, EDD’s 
Workforce Services has several no-fee employment assistance programs 
to help overcome barriers to fi nding a suitable job:
 

Deaf and Hard of Hearing Program
Individuals who are deaf or hard of hearing can receive interpretive, 
job placement, and follow-up services to fi nd a job or receive EDD 
services.  Contact EDD by using the TTY toll-free numbers, which will 
put you in direct contact with a representative: 

• Disability Insurance: (TTY) 1-800-563-2441 
• Paid Family Leave: (TTY) 1-800-445-1312
• Employment Tax: (TTY) 1-800-547-9565 
• Unemployment Insurance: (TTY) 1-800-815-9387 
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Experience Unlimited Program
Professionals from a wide variety of fi elds can take advantage of 
EDD-sponsored job clubs.  Provided at no fee, Experience Unlimited 
provides a place where job seekers can meet regularly with other 
career professionals to share job leads, provide support, and update 
their job search skills.  Resources available to members include 
workshops, résumé evaluations, mock interviews, networking 
opportunities, and more.

Intensive Services Program
Provides personalized job search services to individuals who need 
special assistance with fi nding a job, including clients referred by 
other agencies, public assistance recipients (CalWORKS, General 
Assistance, or Food Stamps), people with disabilities, dislocated 
workers, non-English speaking persons, high school drop-outs, 
older workers, migrant and seasonal farm workers, foster youths, 
ex-offenders, and persons who are economically disadvantaged.  
Fidelity bonding is available at no cost.

Jobs for All Program
Provides coordinated, one-on-one employment-related services, 
and job retention assistance to individuals who have disabilities. 
Services include job search assistance, job development, referral to 
education and training opportunities, referral to supportive services, 
accommodations, and follow-up services.

Migrant and Seasonal Farmworkers and Food Processing Workers 
Provides assistance to farmworkers and food processing workers 
who may be unfamiliar with the automated job listings systems, or 
who have language barriers that might lessen the effectiveness of 
their job search. 

Veterans Services Program
All EDD Workforce Services offi ces have specially-trained staff 
to ensure veterans of the U.S. Armed Forces receive maximum 
employment and training opportunities.  Services include counseling, 
labor market information, job referrals, job search workshops, and job 
development with potential employers. 

Youth Employment Opportunity Program
Provides special services to youth, ages 15 to 21, to assist them in 
achieving their educational and vocational goals.  Services include 
peer advising, referrals to supportive services, workshops, job 
referrals and placement assistance, and referrals to training and 
community outreach efforts. 
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WHERE TO GET HELP
Workforce Services programs and services are available in Workforce 
Services offi ces and One-Stop Career Centers throughout the State.  For 
more information, call our automated toll-free Self-Service number at 
1-866-333-4606 or visit EDD’s Web site at www.edd.ca.gov.  You may 
also call the Employment and Training Administration Toll-Free Help Line 
at 1-877-US-2JOBS (1-877-872-5627) or visit their Web site at 
www.Servicelocator.org.



EDD is an equal opportunity employer/program.  Auxiliary aids and services are available 
upon request to individuals with disabilities.  Requests for services, aids, and/or alternate 
formats need to be made by calling the information numbers listed in this booklet.

STATE OF CALIFORNIA

LABOR AND WORKFORCE DEVELOPMENT AGENCY

EMPLOYMENT DEVELOPMENT DEPARTMENT

This publication is available on EDD’s Web site at 
http://www.edd.ca.gov/pdf_pub_ctr/de2320.pdf
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CCAALLIIFFOORRNNIIAA  TTRRAAIINNIINNGG  BBEENNEEFFIITTSS  ““CCTTBB””  
 

 CTB program allows eligible California Unemployment Insurance (UI) claimants (must have a 
balance on claim) who lack job skills to compete for jobs in the California labor market, to receive 
their UI benefits (which might otherwise not be allowed) while attending a training or retraining 
program approved by EDD.   

 

 Only one CTB approval is allowed every 3 years.   
 

 The CTB program waives the requirement to look for work, be available for work, or accept 
suitable work while attending an approved vocational training program.   

 

 Base period employers are notified when an individual is approved for the CTB program, which 
provides the employers the right to contest the individual’s need for training/retraining.  When 
employers contest or appeal the CTB eligibility determination, it may result in a reversal of the 
original eligibility finding.  The claimant has the right to appeal the disqualification. 

                 
 
                

 

WIA ~ Work Investment Act ~ www.seta.net  
Federally funded program administered through the Sacramento Employment and Training Agency 
(SETA).  
 

TAA~ Trade Adjustment Assistance   

Federally funded program (North American Free Trade Agreement/Trade Adjustment Assistance). 
 

ETP  ~ Employment Training Panel ~ www.etp.ca.gov 
State funded program - training available through selected schools that have contracts with ETP.  
Check with the school’s financial aid/career counselor to find out if the school you selected has a 
contract with ETP and you meet ETP’s criteria. 
 

CalWORKS ~ California Work Opportunity and Responsibility to Kids  
State/County program - training contracts through the Department of Human Assistance.  
 

IF YOU QUALIFY FOR ANY OF THE ABOVE - YOU MAY BE APPROVED FOR “CTB” 
 
 

OTHER ~ Regular “CTB” = You pay for your own training. CTB program does not 
cover for tuition, books, supplies, or transportation.  For federal financial aid, visit the website at 
www.federalstudentaid.ed.gov  
Check Labor Market Information http://www.labormarketinfo.edd.ca.gov/?PAGEID=145 for 
Demand Occupations; Regional Workforce Forecast www.careergps.com for job projections in 
Sacramento; Regional Occupational Program (ROP) www.sacrop.org and Sacramento Unified 
School District www.scusd.edu for training information. 
 

CTB can only be approved when EDD determines that the claimant is: 
 Unemployed for 4 or more continuous weeks prior to starting training and unlikely to return to the 

most recent work place. 
 There must be a lack of demand for claimant’s current skills in the local labor market. 
 There must be a demand for the occupation for which the training requested. 
 Training must be vocational/job related (not academic). 
 The training must be full-time, not less than 20 hours per week, or 12 semester or quarter units. 
 Must successfully complete the training course within 52 weeks – cannot be longer than 1 year – 

including scheduled breaks and vacation breaks. 
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==TRAINING EXTENSION (TE) CLAIM== 
 

TE claims are approved if claimant is eligible for CTB and inquired about CTB or have a CTB 
eligibility interview prior to receiving the 16th week of regular UI benefits.  If UI claim is less than 16 
weeks, the inquiry or eligibility interview must be made before receiving the last benefit payment. 
 

 

 

STEPS TO TAKE 
 

b Contact EDD/UI by Internet www.edd.ca.gov or call 1-800-300-5616, ask that a 
‘CTB Inquiry’ note be posted on your claim - state your interest in training before 
16th week of benefits received. Let UI know that you are actively seeking work. 

 

b Research training options. 
 

b Once you have found an appropriate vocational school/training program, contact 
EDD/UI, and make sure you mention if it’s a Workforce Investment Act (WIA) or 
Employment Training Panel (ETP) training; provide school name, school address 
& phone number, contact person, class schedule, total cost, start and end date. 

 

b Enroll in training. 
 

b EDD/UI will mail you a telephone interview notice with the day and time.  An 
EDD/UI representative will call to determine eligibility for training benefits & 
weekly UI benefit checks.  Make sure to be available for this telephone interview. 

 

b Note: you will not receive benefit checks until CTB eligibility has been determined 
by EDD/UI. 

 
 

ONCE YOU ARE FOUND ELIGIBLE AND START SCHOOL 
 

b On your claim form, question #5, mark YES only ONCE for the week that you 
began school. 

 

b Make sure the teacher signs the back of the claim form every 2 weeks. 
 

b If you are on school break write on the back of claim form “on break, teacher not 
available”. 

 

b EDD/Unemployment Insurance pays your weekly benefits, but does NOT pay for 
tuition or school expenses. 

 

 
For any other questions regarding your Unemployment Insurance claim and 

“CTB”, contact the Unemployment Insurance Department at: 1-800-300-5616,  
or on-line at www.edd.ca.gov  
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Contact Unemployment Insurance On-Line For  
California Training Benefits (CTB) 

 

 
Go To www.edd.ca.gov  or  www.caljobs.ca.gov 
 
 Scroll to the bottom of the page click on “Contact Us”  

 

 On the next page that appears click on “Ask EDD”  
            (in blue letters – second paragraph) 
 

 This will bring you to the “Select Category” page  
  Scroll down to “Unemployment Insurance Benefits” 
 

 A new box will appear under the “Select Topic” box  - select Other -California 
Training Benefits (CTB) to send a message to Unemployment Insurance and click 

on “Continue” 
 

 A personal contact information page will show up - type your message/comments in the 
box provided.  Be sure to include your social security number, birth date and 

your name so your claim may be referenced  
 

>>>> It is advisable to keep a screen print for your records<<<< 
 

To capture the full screen (the date) the page set up will need to be on Landscape. To print on Landscape 
go to File, select Page Set Up, select Landscape and click OK 

 

 After typing your information and selecting the method of contact click on “Submit” to 
send your message to Unemployment Insurance 

 

 A confirmation number will appear. Make a screen print for your records. 
 
If you are not contacted within 10 days, it is recommended that you try again through 
Internet, or call 1-800-300-5616 – the greeting will prompt you to press a number for 
each selection.  Write down these numbers so you can redial and press the prompts as 
soon as you hear the greeting voice (this will bypass the long menu).   
 
Other option: You may write a letter to Unemployment Insurance to the address indicated on any 
correspondence you received from Unemployment Insurance.  Be sure to include your name and social security 
number on all correspondence, and keep a copy for your records. 
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